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PREFACE 

A  COLLECTION  letter  is  an  ambassador  on  a  difficult  and 
delicate  mission.  A  poorly-written  collection  letter  is  a 
wrecker  of  good  will  and  future  sales.  A  well-written  collec- 
tion letter  is  a  promoter  of  good  will  and  future  sales.  It  is 
necessary,  therefore,  that  the  collection  letter  be  studied  and 
analyzed  so  that  it  will  not  fail  in  its  proper  mission.  The 
authors  of  "Effective  Collection  Letters"  have  endeavored  to 
present  the  materials  for  such  a  study  and  analysis  in  a  con- 
crete, instructive  way.  In  the  gathering  of  these  materials 
they  have  drawn  heavily  on  their  friends  in  both  wholesale 
and  retail  fields.  Among  those  to  whom  grateful  acknowledg- 
ment is  made  are  the  following : 

Wholesale 
E.  R.  Ailes, 

Detroit  Steel  Products  Co.,  Detroit,  Michigan. 

Fred  B.  Atwood, 

Forman,  Ford  &  Co.,  Minneapolis,  Minnesota. 

A.  August  Belmonte, 

Electro  Metallurgical  Sales  Corp.,  New  York  City. 

K.  H.  Beuret, 

Gerlach-Barklow  Co.,  Joliet,  Illinois. 

E.  G.  Brie, 

Chicago,  Illinois. 

J.  T.  Brown,  Jr., 

Haines,  .Jones  &  Cadbury,  Philadelphia,  Pennsylvania. 

Will  S.  Campbell, 
Cleveland  Neckwear  Co.,  Cleveland,  Ohio. 
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J.  F.  Charlesworth, 

Cleveland  Metal  Products  Co.,  Kansas  City,  Missouri. 

Herbert  E.  Choate, 

J.  K.  Orr  Shoe  Co.,  Atlanta,  Georgia. 

C.  R.  Cosby, 

Zellerbach  Paper  Co.,  San  Francisco,  California. 

H.  F.  Darnell, 

Roberts  Brass  Mfg.  Co.,  Detroit,  Michigan. 

R.  M.  Dulin, 

Gates  Rubber  Co.,  Denver,  Colorado. 

W.  H.  Feasel, 

Cooper  Underwear  Co.,  Kenosha,  Wisconsin. 

Wm.  H.  Gebhard, 

Kingan  Provision  Co.,  Baltimore,  Maryland. 

H.  R.  Gray, 

Swift  &  Co.,  Chicago,  Illinois. 

Spencer  Gunn, 
A.  P.  W.  Paper  Co.,  Albany,  New  York. 

H.  T.  Hill, 

Gray  &  Dudley  Hardware  Co.,  Nashville,  Tennessee. 

L.  J.  Lanctot, 

W.  M.  Steppacher  &  Bros.,  Inc.,  Philadelphia,  Pennsyl 
vania. 

C.  E.  Mann, 

Munsingwear  Corporation,  Minneapolis,  Minnesota. 

W.  C.  Mitchell, 

Detroit  Stove  Works,  Detroit,  Michigan. 

G.  C.  Morton, 

Carpenter-Morton  Co.,  Boston,  Massachusetts. 

Robert  Nay, 

The  Wahl  Co.,  Chicago,  Illinois. 

F.  R.  Otte, 

McLaughlin  Co.,  Inc.,  Brockport,  New  York. 
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Howard  D.  Reeder, 

Weston-Dodson  Co.,  Inc.,  Bethlehem,  Pennsylvania. 

J.  G.  Renter, 

Pittsburgh  Gage  &  Supply  Co.,  Pittsburgh,  Pennsylvania. 

Joseph  Rubanow, 

Wilmerding  &  Bisset,  New  York  City. 

F.  J.  Staub, 
Merrell-Soule  Co.,  Syracuse,  New  York. 

Mrs.  Edna  S.  Taylor, 
A.  K.  Schwenk  &  Co.,  Philadelphia,  Pennsylvania. 

H.  W.  Thompson, 

Dennison  Mfg.  Co.,  Framingham,  Massachusetts. 

Frank  R.  Turner, 

The  Sherwin- Williams  Co.,  Boston,  Massachusetts. 

H.  Uehlinger, 

Hilo  Varnish  Co.,  Brooklyn,  New  York. 

H.  J.  Whiteman, 

The  Pioneer  Mfg.  Co.,  Cleveland,  Ohio. 

J.  Wilen, 
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B.  W.  Willard, 

Albert  Pick  &  Co.,  Chicago,  Illinois. 

H.  G.  Willnus, 

Intertype  Corporation,  Brooklyn,  New  York. 


Retail 

D.  W.  Ahl, 

Frank  &  Seder  Co.,  Detroit,  Michigan. 
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Bloomingdale  Bros.,  New  York  City. 

Warren  Case, 

LaSalle  &  Koch  Co.,  Toledo,  Ohio. 
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H.  C.  Coe, 

The  J.  L.  Hudson  Co.,  Detroit,  Michigan. 

Frank  Genens, 
Edward  Schuster  Co.,  Milwaukee,  Wisconsin. 

J.  R.  Hewitt, 

The  Hub,  Baltimore,  Maryland. 

J.  J.  Holloway, 

Retail  Credit  Men's  Association,  Little  Rock,  Arkansas. 

Robert  Lienhard, 

D.  H.  Holmes  Co.,  New  Orleans,  Louisiana. 

L.  L.  Meyer, 

Foley  Bros.  Dry  Goods  Co.,  Houston,  Texas. 
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Gimbel  Bros.,  New  York  City. 

Wm.  J.  Morgan, 

Brooks  Bros.,  New  York  City. 

J.  T.  O'Neill, 

West  Publishing  Co.,  St.  Paul,  Minnesota. 

M.  Randol, 

Retail  Credit  Men's  National  Association,  St.  Louis,  Mis- 
souri. 

Dale  A.  Resing, 

Secretary,  Kansas  Retailers  Association,  Wichita,  Kansas. 

E.  P.  Simmons, 

The  Jones  Store  Co.,  Kansas  City,  Missouri. 

E.  Thompson, 

Saks  &  Co.,  New  York  City. 

For  permission  to  reprint  letters  that  have  appeared  in 
their  magazines,  grateful  acknowledgment  is  also  made  to 
the  following  editors : 

William  Walker  Orr,  of  the  Credit  Monthly. 
Allen  Sinsheimer,  of  the  National  Retail  Clothier. 
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M.  C.  Plaunt,  of  System. 

D.  J.  Woodlock,  of  the  Credit  World. 

Our  colleagues,  Mr.  Rodman  Gilder,  Managing  Editor,  and 
Mr.  Charles  H.  Woodworth,  Managing  Director  of  The  Ad- 
justment Bureau  of  the  National  Association  of  Credit  Men, 
have  placed  us  under  obligation  by  their  careful,  critical 
reading  of  the  manuscript. 

The  chapter  on  Retail  Collections  has  had  the  benefit  of 
incisive  criticism  at  the  hands  of  that  thoughtful  student  of 
collections,  Mr.  W.  J.  Morgan,  of  Brooks  Bros.,  New  York 
City,  to  whom  we  wish  to  extend  our  cordial  thanks. 

In  the  preparation  of  this  book  for  the  business  public, 
we  have  continually  kept  before  us  the  difficulties  and  un- 
pleasantness connoted  by  the  familiar  phrase,  "the  problems 
of  collections."  We  shall  be  happy  if  our  book  helps  to 
lighten  and  solve  these  problems,  and  to  restore  letter  writing 
once  more  to  the  position  it  should  rightfully  hold  in  our 
commercial  relations,  namely,  that  of  an  accredited  am- 
bassador of  the  seller  to  the  buyer — the  promoter  of  good 
will  and  future  sales. 

J.  H.  Tregoe 
John  Whyte 
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INTRODUCTION 

In  theory  there  are,  and  in  ideal  practice  there  should  be,  as 
many  different  kinds  of  collection  letters  as  there  are  ac- 
counts, each  letter  differing  from  the  others  because  of  the 
size  and  character  of  the  account,  policy  of  the  selling  house, 
and  trade,  local,  and  general  business  conditions.  A  book 
on  collection  letters  which  attempted  to  illustrate  all  these 
different  kinds  of  letters  would  find  its  purpose — that  of  im- 
proving the  effectiveness  of  collection  letters — defeated  by 
the  sheer  comprehensiveness  of  the  subject  matter.  It  has 
therefore  seemed  best  in  preparing  this  book  to  consider,  not 
thousands  of  individual  cases,  but  rather  certain  types  of 
collection  letters.  For  determining  these  types,  a  rough 
classification  has  been  made  of  customers  who  fail  to  pay 
accounts  when  they  are  due.  It  is  believed  that  most  cus- 
tomers fall  into  groups  somewhat  like  the  following : 

1.  Customers  who  overlook  accounts  simply  because  of 
negligence  or  poor  business  methods. 

2.  Customers  who  disregard  due-dates  because  of  the  small- 
ness  of  the  account. 

3.  Customers  who  disregard  due-dates  because  they  can 
"get  away  with  it,"  or  (and)  because  it  is  more  profitable  to 
them  to  use  the  creditor's  money  than  the  bank's. 

4.  Customers  who  take  advantage  of  unearned  discounts 
because  they  acan  get  away  with  it,"  and  because  it  is  profit- 
able to  them  to  take  these  discounts. 

5.  Customers  who  are  temporarily  slow  (but  who  usually 
pay  on  time).  They  pay  on  time  when  the  due-dates  of  the 
creditor's  bills  coincide  with  the  seasonal  high  points  in  their 
own  business,  and  they  make  the  creditor  wait  when  these 
periods  do  not  coincide. 

6.  Customers  who  are  chronically  slow. 

7.  Customers  who  are  temporarily  embarrassed,  owing  to 
local  or  general  trade  conditions;  for  example,  strikes,  crop 
failures,  general  depression,  and  so  forth. 
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8.  Customers  who  are  verging  on  insolvency,  or  who  are 
actually  insolvent. 

9.  Customers  who  are  fraudulent. 

It  is  realized,  of  course,  that  these  classifications  frequently 
merge  into  one  another,  and  that  debtors  may  belong  to  two 
or  more  classifications.  Since  letters  to  customers  in  classes 
8  and  9  are  not,  strictly  speaking,  collection  letters  alone, 
only  a  few  letters  to  such  customers  have  been  included. 


General  Plan  of  Book 

Though  we  have  illustrative  material  for  all  of  these  sug- 
gestive classifications,  the  plan  of  the  book  is  on  more 
general  lines.     It  is  as  follows : 

1.  Good  Wholesale  Collection  Letters. 

2.  Good  Retail  Collection  Letters. 

3.  Exchanges  of  Correspondence  on  Past-due  Accounts, 
Wholesale  and  Retail. 

4.  Collection  Devices,  "Stunt"  Letters,  and  Humorous 
Letters. 

5.  Letter  Sequences  or  Form  Letters. 

6.  Poor  Collection  Letters,  Wholesale  and  Retail. 

Brief  Description  of  Subject  Matter  Under  This  Plan 

Good  wholesale  collection  letters. — Since  the  purpose  of  this 
book  is  to  improve  the  writing  of  collection  letters,  by 
far  the  largest  part  of  the  introduction  deals  with  an  analy- 
sis of  the  psychology  and  the  technique  of  these  letters.  To 
illustrate  such  letter  writing  we  have  chosen  a  large  number 
of  letters  that  were  written  to  customers  in  the  classifications 
just  enumerated  on  this  page.  We  might  conceivably  have 
phrased  these  letters  differently,  but  we  have  preferred  to 
take  them  virtually  as  they  were  written,  because  they  repre- 
sent to  our  mind  good  collection  practice.  They  incorporate  to 
a  large  degree  what  we  believe  to  be  a  sound  collection-letter 
psychology  and  philosophy.  What  that  sound  collection- 
letter  psychology  and  philosophy  is,  will  appear  in  the  suc- 
ceeding paragraphs  of  this  introduction  and  also  in  the  com- 
ments which  we  have  added  on  the  pages  opposite  the  letters. 
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Good  retail  collection  letters. — While  the  psychology  and 
philosophy  of  collection-letter  writing  is  essentially  the  same 
for  wholesale  and  retail  collection  letters,  retail  collection 
letters  differ  sufficiently  from  wholesale  collection  letters  to 
justify  a  separate  treatment,  both  in  the  text  and  in  the  illus- 
trations. Our  general  analysis  of  collection  letter  writing 
that  appears  in  our  treatment  of  wholesale  letters  is  subject 
therefore  to  the  observations  and  additions  that  appear  in 
the  section  on  retail  collection  letters  on  pages  xxxi-xxxvii. 

Exchanges  of  correspondence  on  past  due  accounts,  wholesale 
and  retail. — We  have  included  in  our  book  interesting  ex- 
changes of  correspondence  between  creditors  and  debtors. 
We  believe  that  these  exchanges  have  instructional  value  in 
a  very  high  degree.  Most  books  on  collection  letters  tell  only 
half  of  the  story.  The  debtor's  letters  to  the  creditor  tell  the 
other  half,  thereby  re-creating  for  the  reader  the  whole  situ- 
ation in  a  vivid,  concrete  way. 

Collection  devices,  "stunt"  and  humorous  letters. — We  have 
also  included  small  groups  of  collection  devices,  "stunt"  let- 
ters, and  humorous  letters. 

Collection  devices. — It  is  difficult  to  dogmatize  on  collec- 
tion devices.  On  the  whole,  we  believe  that  they  should  be 
used  sparingly,  except  for  such  dignified  and  courteously- 
phrased  forms  as  are  included  in  the  latter  pages  of  this  book. 
But  if  you  use  others  than  the  standardized  types,  originate 
them.  The  business  house  that  first  placed  a  picture  of  a  cry- 
ing baby  with  the  word  "please"  on  a  past-due  statement  may 
have  found  that  device  very  successful.  But  whenever  such 
a  device  becomes  generally  used,  it  loses  a  large  part  of  its 
effectiveness. 

"Stunt"  letters. — "Stunt"  letters  belong  to  a  somewhat  dif- 
ferent class.  After  all  orthodox  methods  have  failed,  a 
"stunt"  letter  may  have  the  effect  of  startling  some  chroni- 
cally slow  customer  into  actually  reading  your  letter  and 
then  sending  you  a  check.  But  again,  if  you  use  such  letters, 
compose  your  own. 

Humorous  letters. — Humorous  letters  are  distinctly  in  the 
danger  class.  Few  men  can  write  them  successfully.  Your 
customer's  sense  of  humor,  if  he  luis  any,  may  be  utterly  dif- 
ferent from  your  own.  There  are,  it  is  true,  some  men  who 
have  a  sense  of  humor  that  strikes  a  responsive  chord  in  the 
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minds  of  most  of  their  fellow  men,  but  among  the  writers  of 
collection  letters  there  are  as  yet  very  few  Irvin  Cobbs, 
George  Ades,  or  Montague  Glasses, 

Letter  sequences  or  form  letters. — Our  opinions  on  this 
type  of  collection  letters  are  developed  at  some  length  on 
page  xix. 

Poor  collection  letters,  wholesale  and  retail. — There  is  ped- 
agogical value  in  knowing  how  things  should  not  be  done 
as  well  as  in  knowing  how  they  should  be  done.  We  have 
therefore  included  a  small  group  of  letters  which  seem  to  us, 
and  which  we  believe  will  seem  to  others  who  have  studied  the 
subject,  to  be  poor  collection  letters. 


Definition  of  a  Good  Collection  Letter 

The  best  definition  of  a  good  collection  letter  is  the  follow- 
ing :  A  good  collection  letter  is  one  that  obtains  the  payment 
of  a  past-due  account  and  retains  the  good  will  of  the  cus- 
tomer. There  are  certain  kinds  of  collection  letters  that 
credit  men  might  ordinarily  call  good  collection  letters  that 
do  not  fit  into  this  definition.  For  example,  a  creditor  may 
definitely  have  decided  to  close  the  account.  The  good  will 
of  the  customer  is  therefore  immaterial  to  him;  he  is  con- 
cerned alone  with  getting  the  money,  and  he  is  ready  and 
willing  to  antagonize  the  customer.  We  are  not  interested  in 
this  kind  of  a  letter. 


The  Psychology  of  a  Good  Collection  Letter 

Visualize  your  customer. — The  first  thing  for  a  writer  of  col- 
lection letters  to  do  is  to  visualize  the  customer.  This  coun- 
sel seems  superfluous,  for  it  would  appear  to  be  the  most 
obvious  thing  for  any  writer  to  do,  and  yet,  strange  to  say, 
there  are  few  men  who*  are  able  to  visualize  their  customers 
consistently.  The  machinery  of  modern  business  letter  writ- 
ing— the  dictation,  the  transcription,  and  the  impersonality 
of  the  whole  operation, — interposes  itself  all  too  frequently 
between  the  writer  of  the  letter  and  the  recipient.  But  visu- 
alization is  an  attitude  of  mind  and  can  be  cultivated.  So 
we  repeat — visualize  your  customer.    Project  yourself  imagi- 
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natively  into  his  place  of  business.  Talk  to  him  directly,  and 
not  to  the  lead  pencil  that  is  taking  down  your  words  for 
transcription  on  the  typewriter. 

If  you  know  the  debtor  personally,  your  task  is  a  relatively 
simple  one,  particularly  if  his  personality  happens  to  be  a 
colorful  one  that  stands  out  clearly  before  your  mind's  eye. 
But  what  about  John  Jones  whom  you  have  never  seen?  How 
are  you  going  to  visualize  him?  The  first  thing  to  do  is  to 
establish  his  type  and  then  visualize  him  as  an  individual 
of  that  type.  You  may  go  wrong  occasionally,  but  in  the 
vast  majority  of  cases  you  will  go  right. 

Establish  the  type. — But  how  establish  the  type  of  the  cus- 
tomer? You  have  most  of  the  material  for  it.  You  have  his 
line  of  business,  its  location,  and  the  size  of  his  town;  his 
rating  and  presumably  also  his  paying  record.  He  is  indeed 
a  poor  credit  man  and  student  of  human  nature  and  business 
life  who,  with  this  information,  cannot  see  before  him  a  fairly 
definite  figure.  If,  in  addition,  you  have  a  report  from  your 
salesman  describing  the  customer  and  his  store,  you  are  that 
much  nearer  establishing  the  type,  and  the  individual  in  that 
type. 

Let  us  assume,  for  illustration,  that  your  customer  is  John 
Jones.  He  conducts  a  general  store  at  some  Four  Corners. 
He  has  a  rather  low  rating.  He  is  the  proprietor,  bookkeeper 
(only  he  does  not  keep  what  you  would  call  books),  cashier, 
head  clerk,  and  window  dresser,  all  in  one.  His  store  is  a 
conglomeration  of  merchandise  in  somewhat  disorderly  array, 
for  his  numerous  social  and  business  activities,  connected 
particularly  with  his  Saturday's  trade,  prevent  him  from  put- 
ting things  back  in  their  proper  places.  John  Jones  is  a 
fairly  distinct  type,  and  when  you  write  to  him  you  should 
have  little  difficulty  in  visualizing  him. 

Study  local  and  racial  characteristics. — If  you  have  a  knowl- 
edge of  the  habits  and  customs  in  different  parts  of  the  coun- 
try, the  particular  John  Jones  to  whom  you  are  writing  may 
gain  a  little  more  definiteness  and  clearness  if  you  endow 
him  with  the  characteristics  of  the  locality  in  which  lie 
lives.  Moreover,  if  you  know  John  Jones'  racial  antecedents, 
you  can  sketch  in  certain  characteristics  that  will  make  him 
stand  out  still  more  clearly.  But  you  must  be  careful  not  to 
stress  too  much  these  geographical  and  racial  characteristics. 
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They  are  very  helpful,  but  in  the  shaping  of  John  Jones,  the 
nature  of  his  job — call  it  environment  or  economic  deter- 
minism or  what  you  will — has  played  a  mighty  role,  and  you 
are  likely  to  find  that  John  Jones,  New  England  storekeeper 
at  some  Four  Corners  in  Vermont,  resembles  Oley  Olson, 
Scandinavian  storekeeper  in  some  Four  Corners  in  Minne- 
sota, far  more  closely  than  he  resembles  Ezra  Cabot,  prosper- 
ous New  England  proprietor  of  a  large  department  store  in 
Springfield,  Massachusetts.  However  different  their  gene- 
alogical tables,  the  ordinary  business  and  human  reactions 
of  John  Jones  and  Oley  Olson  are  very  much  alike,  and 
it  is  in  these  reactions  that  you  are  interested. 

By  the  same  token,  Ezra  Cabot,  prosperous  Springfield 
merchant,  resembles  Magnus  Anderson,  prosperous  large- 
store  merchant  in  St.  Paul,  far  more  closely  than  he  re- 
sembles his  racial  and  geographical  kin  and  neighbor,  John 
Jones. 

Individualize  your  letters. — The  counsel  to  individualize 
your  letters  is  corollary  to  the  counsel  to  visualize  your  cus- 
tomer. John  Jones  belongs  to  a  type,  but  his  account  is  a 
specific  account  and  your  letter  to  him  must  make  use  of  all 
the  facts  that  play  on  his  specific  case.  The  account  has 
specific  size  in  dollars  and  cents.  You  have  a  specific  his- 
tory of  John  Jones'  buying  record,  a  specific  record  of 
John  Jones'  outstandings,  specific  correspondence  with  John 
Jones  in  your  files.  You  have,  presumably,  letters  accom- 
panying his  orders.  You  have,  presumably  also,  letters  in 
answer  to  your  requests  for  payment.  You  may  have,  in  ad- 
dition, letters  asking  for  returns  on  goods  that  reached  him 
in  bad  condition  or  too  late.  All  this  specific  material  should 
be  combined  to  make  your  letter  to  John  Jones  an  individual 
letter  that  will  differentiate  it  from  all  letters  to  some  other 
John  Jones. 

It  is  irritating  to  the  recipient  of  a  letter  to  discover  that 
his  is  not  a  particular  case,  and  that  conditions  or  statements 
or  questions  in  his  letter  are  considered  in  a  purely  per- 
functory and  general  fashion.  A  most  necessary  prerequisite 
to  good  letter  writing  is  individualization.  You  do  not  need 
your  imagination  for  this.  You  need  merely  have  before  you 
the  file  on  John  Jones,  which  contains,  or  should  contain,  in- 
formation on  his  rating,  a  list  of  references,  his  paying  record 
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with  you  and  others,  his  personal  characteristics,  his  corre- 
spondence with  you — all  supplemented,  when  you  can  get  it, 
with  a  knowledge  of  trade,  local,  and  general  business  con- 
ditions affecting  him. 

Personalize  your  letters. — Just  as  in  your  letter  writing, 
John  Jones  must  appear  to  you  as  an  individual  in  living 
lineaments,  so  you,  the  writer,  must  appear  to  John  Jones. 
This  does  not  mean  unduly  obtruding  your  personality  into 
the  letter,  but  it  does  mean  writing  such  letters  that  John 
Jones  knows  that  they  come  from  you  and  not  from  any  one 
of  a  dozen  other  possible  creditors.  They  should  bear  your 
personal  stamp.  They  should  express  your  individuality.  To 
be  sure,  your  individuality  as  a  letter-writer  is  determined 
in  large  part  by  the  house  for  whom  you  are  writing  the 
letter,  but  your  letters  ought  in  any  event  to  bring  up  before 
your  debtor  a  picture  of  a  pulsing  human  being  with 
strongly-defined  characteristics,  and  not  a  mere  dictating 
machine. 

Visualize,  individualize,  and  personalize. — If  you  need  "mem- 
ory phrases/7  here  they  are— visualize  your  customer;  indi- 
vidualize and  personalize  your  letters  to  him. 

Some  Don'ts  in  Collection  Letter  Writing 

From  these  general  suggestions  on  the  writing  of  collection 
letters,  certain  Don'ts  inevitably  follow : 

1.  Avoid,  whenever  possible,  the  use  of  form  letters. — If  you 
visualize,  individualize,  and  personalize,  it  follows  that  you 
must,  when  possible,  avoid  form  letters.  The  most  successful 
houses  do  not  confine  themselves  to  form  letters.  They  may 
use  a  sequence  of  letters  up  to  a  certain  point,  but  they  strive 
quickly  to  get  their  letters  on  a  distinctly  individual  basis. 
If,  under  the  stress  of  detail,"  witli  thousands  of  small  ac- 
counts, you  have  felt  forced  to  resort  to  form  letters  almost 
entirely,  there  is  one  bit  of  advice  that  you  should  follow: 
Don't  use  sets  of  form  letters  that  others  have  used.  Make 
up  your  own  set  to  apply  particularly  to  your  own  type  of 
business.  You  must  remember  thai  hundreds  of  others  like 
yourself  may  be  using  the  same  form  letters  thai  they  and 
you  have  found  in  some  volume  on  collection  Letters,  and  the 
si  length  of  the  appeal  in  your  letters  is  weakened  in  propor- 
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tion  to  the  number  of  the  same  kind  of  letters  which  your 
customers  receive. 

We  have  included  in  this  book  several  letter  sequences  that 
are  in  actual  use,  so  that  the  reader  may  see  how  some  collec- 
tion men  follow  up  their  statements.  Again  we  caution  you 
not  to  appropriate  any  one  of  these  sequences,  without  a 
careful  analysis  of  your  own  problems.  For  surely,  the  type 
of  letters  sent  out  by  a  credit  man  who  sells  entirely  to  the 
jobbing  trade,  is  not  necessarily  applicable  to  the  retail 
trade,  and  vice  versa,  to  say  nothing  of  the  many  differences 
in  trade  habits  in  different  lines.  And  don't  become  wedded 
to  one  sequence,  or  even  to  several  sequences.  If  you  have 
a  collection  system,  make  that  system  flexible,  ready  to  re- 
spond immediately  to  changes  in  conditions. 

And  remember  always  that  the  nearer  you  can  get  to  in- 
dividual personal  letters  the  better,  because  the  curse  of 
nearly  all  business  to-day  is  its  impersonality.  Some  of  this 
impersonality  is  the  inevitable  outgrowth  of  the  development 
of  modern  business.  But  those  houses  which  are  best  able 
to  retain  the  old  personal  touch  that  business  had  generations 
ago,  will  profit  by  comparison  with  those  choosing  to  accept 
the  elimination  of  the  personal  touch  as  a  basis  for  their 
dealings  with  their  customers. 

2.  Avoid  stereotyped  phraseology. — There  is  nothing  so 
deadening  in  letters — and  in  oral  conversation  for  that  mat- 
ter— as  stereotyped  phrases.  They  are  absolutely  destruc- 
tive to  individuality.  You  should  make  every  effort  to 
avoid  the  trite  phrases  of  our  business  vernacular.  You 
cannot,  of  course,  get  away  entirely  from  stereotyped  phrases 
in  this  business  vernacular,  because  certain  business  experi- 
ences and  ideas  almost  compel  certain  words  to  express  them. 
For  example,  "A  bill  is  past  due," — that  is  the  way  to  express 
it.  You  cannot  and  should  not  try  to  avoid  it ;  but  surely  you 
can  get  away  from  such  trite,  stereotyped  phraseology  as 
"Beg  to  advise,"  "We  have  your  favor  and  in  reply  beg  to 
state," — the  kind  of  writing  which  was  years  ago  associated 
with  every  business  letter,  but  which  to-day,  thanks  to 
books  on  business  correspondence,  is  gradually  passing  out. 

3.  Avoid  insincerities. — Avoid  what  business  men  call 
"bunk."  Strained,  over-courteous  phraseology  belongs  to  this 
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class.     And  yet,  do  not  be  afraid  to  use  courteous  phrase- 
ology, even  in  the  expression  of  firm  requests. 

4.  Avoid  sugar-coated  phrases,  and  use  simple,  straightfor- 
ward English. — The  man  who  first  used  the  phrase,  "Please 
remit,"  probably  considered  it  much  more  attractive  to  the 
debtor  than  the  straightforward  "Please  send  us  your  check" 
or  "Please  pay."  And  perhaps  it  was.  The  phrase  may  have 
made  a  favorable  impression  on  the  first  customer  to  whom  it 
was  sent  because  it  seemed  to  sugar-coat  the  payment;  but 
to-day  that  phrase  is  to  most  customers  far  more  offensive 
than  the  straightforward  request,  "Please  send  us  your 
check." 

Appealing  to  Your  Customer's  Sense  of  Honor,  Fair  Play, 
and  Self-interest 

1.  Stress  the  contractual  obligation. — When  your  customer's 
account  has  become  past  due,  he  has  definitely  broken  the 
contract.  There  are  no  two  ways  about  it — he  has  failed  to 
live  up  to  the  terms  of  sale.  He  has  not  been  faithful  to  his 
obligations.  There  may  be  extenuating  circumstances  and 
it  is  for  you  to  try  to  find  them  out.  But  these  circumstances 
do  not  alter  the  fact  that  the  contract  has  been  broken. 
Breaking  contracts  is  a  serious  matter,  and  neither  your  cus- 
tomer nor  you  should  minimize  its  seriousness.  If  your  cus- 
tomer does  not  take  the  contract  seriously,  you  should  feel 
that  there  rests  upon  you  an  obligation  to  yourself,  to  your 
house,  to  the  debtor,  and  to  the  whole  credit  and  business 
structure  to  see  to  it  that  the  sales  contract  is  taken  seriously 
and  scrupulously  upheld. 

Calling  your  debtor's  attention  to  his  failure  to  live  up 
to  his  contract  is,  therefore,  very  properly  a  part  of  your 
duty ;  and  what  is  more,  it  can  be  made  to  be  a  very  effective 
appeal  for  the  money  which  he  promised  you  in  exchange  for 
your  goods. 

2.  Respect  the  debtor's  sense  of  honor. — The  vast  majority  of 
business  men  are  honest  and  have,  therefore,  a  sense  of  honor 
to  which  you  can  appeal.  But  they  are  human.  If  they  find 
that  you  and  other  creditors  do  not  regard  the  terms  of  sale 
seriously,  they  feel  under  no  particular  obligation  to  hold 
religiously  to  those  terms.    They  will  violate  them  without  a 
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twinge  of  conscience,  just  as  they  violate  some  out-worn  Sun- 
day blue  law  that  may  be  found  on  the  statute  books  of  nearly 
any  of  our  States.  But  if  they  find  that  you  and  other  cred- 
itors take  these  contracts  seriously  (and  your  obligation  to 
take  them  seriously  cannot  be  too  strongly  emphasized),  they 
can  be  persuaded  to  take  them  seriously  also.  For  they 
should  know  as  well  as  you,  that  only  as  credits  are  re- 
deemed at  their  due-dates  is  the  credit  structure  sound  and 
business  on  an  even  keel.  And  even  if  some  of  your  com- 
petitors fail  to  appreciate  their  obligation  to  insist  on  the 
sanctity  of  the  sales  contract,  your  duty  still  remains  to  de- 
fend it.  The  chances  are  that  by  defending  the  contract  you 
will  not  lose  the  business  of  the  debtor  who,  though  his  own 
code  of  business  ethics  is  not  high,  will  have  a  high  regard 
for  you  and  your  sense  of  business  ethics  and  sound  business 
methods. 

3.  Avoid  a  morally  superior  tone. — There  are  good  and  bad 
ways  of  stressing  the  contractual  obligation.  It  may  be  done 
in  such  a  morally  superior  tone  that  the  customer  is  offended 
rather  than  appealed  to  by  it ;  it  may  be  done  so  directly  and 
yet  so  courteously  and  genuinely — and  there  are  excellent 
examples  of  such  genuine  courtesy  in  this  book — that  it 
evokes  an  immediate  response.  The  reward  of  such  a  collec- 
tion letter  is  not  only  an  immediate  one.  Its  indirect,  edu- 
cational value  cannot  easily  be  over-stated.  Since  the 
soundness  of  credit  depends  upon  the  scrupulous  redemption 
of  credit  promises,  your  customer  has  added  another  rivet  in 
the  strengthening  of  the  credit  structure  whenever  he  has 
learned  the  lesson  of  redeeming  his  credit  promises  on  their 
due-dates. 

Call  his  attention,  therefore,  to  the  violation  of  the  con- 
tract directly  but  courteously.  Show  him  that  you  are 
ready  to  make  good,  if  for  any  reason  your  goods  are  not  up 
to  contract.  But  if  you  have  satisfied  yourself  and  him  that 
you  have  observed  your  part  of  the  contract,  appeal  to  his 
sense  of  honor  in  a  way  that  will  make  him  try  to  live  up  to  it. 
If  he  is  temporarily  embarrassed,  the  least  he  can  do  is  to 
answer  your  letter,  giving  you  the  reasons,  for  defaulting  on 
his  contract.  And  don't  apologize  to  him  for  requesting  a 
settlement  of  his  past-due  account.    Surely  no  apology  should 
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be  forthcoming  from  you  who  have  lived  up  to  your  part  of 
the  contract  to  a  debtor  who  has  defaulted  on  his. 

4.  Appeal  to  the  customer's  sense  of  fair  play. — Closely  al- 
lied with  the  appeal  to  the  customer's  sense  of  honor  is  the 
appeal  to  his  sense  of  fair  play.  An  appeal  to  fair  play 
kindles  a  spark  in  even  those  who  are  not  above  requesting 
special  favors  and  profiting  by  them.  This  appeal  is  espe- 
cially effective  in  cases  of  the  taking  of  unearned  discounts. 
It  is  obviously  unfair  to  allow  some  customers  to  take  un- 
earned discounts,  when  others  earn  these  discounts.  The 
creditor  making  this  appeal  must,  however,  be  playing  fair 
himself  when  he  makes  it.  If  he  does  not  insist  on  all  his 
customers  either  earning  the  discount  fairly  or  else  not  taking 
it,  he  is  making  a  dishonest  appeal  when  he  demands  that 
some  of  his  customers  take  only  the  discount  that  is  earned 
and  lets  others  "get  away  with  it"  without  earning  it. 

5.  Appeal  to  his  credit  standing  and  to  his  self-interest. — You 
can  frequently  make  a  very  effective  appeal  to  your  debtor 
who  has  allowed  his  account  to  become  past  due,  by  showing 
him  the  effect  of  his  default  on  his  credit  standing — the  effect 
not  only  upon  you,  but  upon  other  sellers.  It  is  particularly 
important  to  stress  the  effect  upon  the  other  sellers.  There 
need  be  nothing  insincere  or  unfair  in  stressing  this  partic- 
ular point.  It  is  a  fact  of  modern  credit-granting  which  your 
customer  ought  to  know,  but  which  too  frequently  he  does  not 
know,  that  his  failure  to  meet  his  payments  with  you  is 
affecting  his  credit  standing  not  alone  with  you,  but,  in  the 
normal  course  of  events,  with  the  majority  of  those  from 
whom  he  buys.  You  can  tell  him — casually,  as  a  simple  mat- 
ter of  information — that,  in  reporting  your  experience  with 
him  to  the  interchange  bureau  when  you  drew  a  report  on 
him,  you  were  compelled  to  put  unfavorable  comments  after 
his  name.  This  you  can  do,  and  in  a  sense  you  are  bound  to 
do,  to  protect  yourself,  himself  and  other  creditors  and  cus- 
tomers, and  the  whole  business  and  credit  structure  of  which 
every  individual  in  the  business  world  is  an  integral  part. 

Making  Use  of  the  Psychological  and  Economic  Moments  to 
Collect  Past-due  Accounts 

Letters  should, be  timed. — If  the  maturities  of  the  accounts 
always  found  the  customers  in  funds,  there  would  be  prac- 
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tically  no  excuse  for  past-due  accounts  and  thus  little  occa- 
sion for  collection  letters.  But  it  is  a  sad  fact  that  frequently 
the  maturity  dates  find  the  customer  without  the  wherewithal 
to  redeem  his  credit  promises.  There  are  of  course  many 
reasons  for  this  unfortunate  state  of  affairs.  The  credit  man 
himself  is  partly  responsible  for  it.  If  he  had  limited  the 
account  to  its  proper  size,  or  if  he  had  sold  it  on  the  only 
terms  on  which  it  presumably  could  be  liquidated,  the  pay- 
ment might  have  been  made.  But  though  a  great  deal  of 
the  responsibility  for  past-dues  lies  with  the  credit  man 
who  passed  the  order,  we  are  not  concerned  here  with  the 
mistakes  that  the  credit  man  may  have  made,  or  with  a  con- 
sideration of  the  factors  that  he  may  have  overlooked  in 
checking  the  order.  Our  concern  is  with  the  past-due  debtor, 
and  with  the  collection  of  payments  from  him,  whatever  the 
causes  were  for  his  default. 

Let  us  assume  that  the  maturity  of  the  account  finds  the 
debtor  without  funds.  Collection  letters  themselves,  no  mat- 
ter how  courteously  or  how  strongly  phrased,  cannot  supply 
the  debtor  with  funds,  though  they  may  in  many  cases  per- 
suade him  to  acquire  them  by  borrowing,  or  by  converting  his 
goods  through  special  sales  into  cash,  or  by  collecting  his  own 
accounts  more  vigorously.  But  if  these  possibilities  for  ac- 
quiring funds  do  not  exist,  then  the  obvious  thing  for  the 
collection  man  to  do  is  to  time  his  collection  appeals  to 
coincide  with  the  appearance  of  funds  in  the  till  of  the 
debtor.  For  example,  if  an  account  has  become  past  due  in 
a  community  which  is  suffering  from  a  strike  or  a  flood  or 
some  other  catastrophe,  it  is  obviously  the  part  of  wisdom,  in 
most  cases,  to  wait  until  the  effects  of  the  catastrophe  have 
been  overcome.  Similarly,  a  credit  man  dealing  with  retail- 
ers in  a  community  that  has  strong  seasonal  industrial  or 
agricultural  aspects,  will  find  his  appeals  for  past-due  ac- 
counts far  more  effective  if  they  are  addressed  to  debtors 
to  coincide  with  seasonal  high  spots  in  these  communities, 
than  if  they  are  addressed  to  these  debtors  in  slack  periods. 

All  of  this  may  seem  self-evident.  Yet  there  are  few  credit 
men  who  take  these  considerations  sufficiently  into  account. 
For  this  reason  it  has  seemed  wise  to  go  into  some  detail  on 
this  point,  by  illustrating  it  with  material  taken  from  Amer- 
ica's greatest  seasonal  industry — agriculture. 


INTRODUCTION  xxv 

Seasonal  and  non-seasonal  aspects  of  the  agricultural  in- 
dustry.— For  the  average  business  man,  the  agricultural  in- 
dustry stands  as  the  seasonal  industry  par  excellence.  Tak- 
ing the  country  as  a  whole,  it  is  true  that  farming  is  a  sea- 
sonal industry.  Farmers,  therefore,  are  more  in  funds  in  the 
harvest  time  of  the  year  than  at  other  times,  and  presumably 
also  are  the  retailers  in  the  farming  communities.  What  is 
more  natural,  then,  in  planning  a  drive  on  past-due  accounts 
in  such  sections,  than  to  make  this  drive  at  the  harvest  time 
of  the  year,  when  presumably  the  retailer  is  enjoying  the  in- 
creased purchasing  power  of  the  farmer  and  is  thus  in  funds. 
And  such  a  drive  is  likely  to  be  successful  in  most  parts  of 
the  country. 

But  the  fact  must  be  emphasized  that  a  seasonal  drive  is 
not  likely  to  be  successful  in  certain  other  parts  of  the 
country.  The  reason  is  the  astonishing  because  little-known 
one,  namely,  that  farming  in  certain  parts  of  the  country  is 
no  longer  seasonal.  For  example,  in  the  North  Central 
States  east  of  the  Mississippi — Ohio,  Indiana,  Illinois,  Michi- 
gan and  Wisconsin — the  farmers  receive  more  for  their  prod- 
ucts in  March  than  they  do  in  any  one  of  the  so-called  harvest 
months  of  July,  August,  September,  October,  or  November. 
There  is  little  reason  to  believe,  therefore,  that  the  retailers 
in  farm  communities  in  these  States  are  likely  to  be  more  in 
funds  in  the  so-called  harvest  months  than  at  certain  other 
times  of  the  year.  The  farmers  in  this  part  of  the  country 
have  succeeded,  by  the  sale  of  live  stock  and  of  live-stock 
products,  in  distributing  their  income  fairly  evenly  through- 
out the  year. 

On  the  other  hand,  the  farmers  in  the  South  Central  States 
receive  four  times  as  much  for  their  products  in  October  as 
they  do  in  June,  and  the  farmers  in  some  of  the  far  Western 
States,  almost  five  times  as  much.  The  retailers  in  these 
parts  of  the  country  are  in  funds  in  the  harvest  times  of  the 
year,  and,  other  things  being  equal,  a  drive  on  them  to  clean 
up  past  indebtedness  is  both  psychologically  and  economically 
sound. 

There  are  certain  other  implications  in  these  figures  on  the 
distribution  of  income  among  the  farmers  that  have  a  bearing 
on  collections.  Other  things  being  equal,  a  past-due  in  a 
Wisconsin  agricultural  community  in  June  is  a  far  more 
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serious  matter  than  a  past-due  in  a  Georgia  agricultural 
community  at  the  same  time,  because  the  farmer's  income  is 
much  more  evenly  distributed  in  Wisconsin  than  in  Georgia. 
There  is  accordingly  less  excuse  for  past-dues  in  June  in 
Wisconsin  than  in  Georgia.  On  the  other  hand,  a  thirty-day 
past-due  account  in  Georgia  in  January,  after  the  fall  crops 
have  been  harvested  and  sold,  is  a  far  more  serious  matter 
than  an  account  thirty  days  past  due  in  January  in  Wis- 
consin. In  Georgia  the  past-due  in  January  is  likely  to  re- 
main a  past-due  for  seven  or  eight  more  months,  or  may  have 
to  be  charged  off  entirely;  whereas  a  similar  past-due  in 
Wisconsin  may  presumably  be  liquidated  in  any  of  the  suc- 
ceeding months,  since  the  farmer's  purchasing  power  in  Wis- 
consin is  maintained  almost  uniformly  throughout  the  year. 

The  figures  for  the  distribution  of  the  farmers'  income  are 
given  herewith,  and  also  charted.  On  each  chart  there  are 
two  lines,  one  showing  the  theoretical  even  distribution  of 
the  farmers'  income  over  the  twelve  months  of  the  year,  and 
the  other  showing  the  actual  distribution.  The  theoretical 
even  distribution  is  8%  per  cent  per  month — Y12  of  100  per 
cent.  A  farmer  who  has  a  thousand  dollars  worth  of  products 
to  dispose  of  in  a  year  and  who  could  distribute  their  sale 
evenly,  would  sell  |83.33  a  month.  A  typical  farmer  in  the 
South  Central  States,  who  disposes  of  one  thousand  dollars 
Avorth  of  products  in  a  year,  actually  sells  |160.00  worth  in 
October,  but  only  $40.00  worth  in  June,  and  so  on. 

It  must  of  course  be  remembered  that  these  figures  are 
average  figures  for  large  sections  of  the  country,  and  that 
within  these  sections  there  are  farming  communities  to  which 
the  averages  do  not  apply.  It  must  also  be  emphasized 
that  there  are  factors  at  work  such  as  movements  for  greater 
diversification,  co-operative  marketing,  and  so  forth,  that 
will  modify  the  figures. 

These  figures  stress  again  the  necessity  for  visualizing  and 
individualizing  the  customers.  Specifically,  they  show  that 
in  our  attempts  to  visualize,  we  must  get  beyond  the  fact  that 
the  customer  is  in  a  farming  community.  We  must  know 
what  kind  of  farming  community  he  is  in,  whether  it  is  a  one- 
crop  community  or  a  diversified  community,  and  we  must 
have  information  as  to' when  the  crop  or  crops  and  other 
products  are  marketed.     All  this  information  is  of  great 
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value  in  the  timing  of  letters  for  the  collection  of  past-due 
accounts. 

Other  seasonal  industries. — The  same  reasoning  applies  to 
the  collection  of  past-due  accounts  in  industrial  sections  of 
the  country.  The  credit  man  should  know  to  what  extent  the 
various  industrial  districts  to  which  he  sells  are  affected  by 
seasonal  industries  and  to  what  extent  they  are  not.  If  he 
lias  this  knowledge,  he  can  make  excellent  use  of  it  in  his 
collection  work. 

Salesmanship  and  Business  Service  in  Collection  Letters 

"Our  credit  man  is  our  star  salesman/'  is  not  yet  the  con- 
sensus of  opinion  of  business  executives.  However,  in  the 
now  broadened  interpretation  of  the  word  "selling,"  the 
credit  man  has  ample  opportunity  to  qualify  in  salesman- 
ship. In  the  first  place,  in  proportion  to  his  success  in  selling 
the  credit  and  collection  policy  of  himself  and  his  house,  he 
obtains  and  retains  the  good  will  of  the  customer. 

But  even  in  the  older,  narrower  sense  of  selling,  he  has 
found  a  place  in  many  organizations.  Though  the  practice 
is  still  not  common,  and  though  arguments  may  be  advanced 
against  it,  a  goodly  number  of  credit  men  are  able  both  to 
collect  past-dues  and  make  new  sales  in  the  same  letter. 

One  service  which  the  credit  man  can  render  belongs  to 
the  highest  type  of  salesmanship.  It  is  commonly  known  as 
business  service  and  consists  in  pointing  out  to  the  debtor 
his  difficulties  and  working  constructively  with  him  to  re- 
move them.  The  customer  who  enjoys  this  service  at  the 
hands  of  some  intelligently  sympathetic  credit  man  is  at- 
tached to  the  seller  by  a  strong  bond  of  interest  and  even 
affection.  Business  service  can  of  course  best  be  rendered 
personally,  but  it  is  possible  to  render  it  by  letter  and  some 
of  the  letters  in  this  book  are  excellent  examples  of  business 
service  letters. 

The  "You  Attitude" 

No  study  of  business  letters  would  be  considered  satisfac- 
tory unless  it  contained  something  on  the  "you  attitude," 
on  which  more  has  been  written  in  the  past  ten  years  than 
on  any  other  phase  of  business  letter  writing.    Anyone  who 
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has  followed  carefully  our  discussion  of  letter  writing  up  to 
this  point  will  see  that  we  are  heartily  in  favor  of  this  atti- 
tude. Visualizing  your  customer,  seeing  his  problems,  putting 
yourself  in  his  business,  and  attempting  to  view  things  from 
his  point  of  view  is  simply  the  "you  attitude."  We  endorse 
this  attitude,  and  indeed  welcomed  it  years  ago  as  a  healthy 
reaction  against  the  "we  attitude."  We  believe,  however, 
that,  as  is  the  case  with  most  reactions  against  an  evil,  some 
of  the  disciples  of  the  "you  attitude"  have  gone  too  far.  We 
have  seen  some  letters  which  contained  several  "you's"  in 
each  sentence  of  several  paragraphs  and  not  a  single  "we," 
"our,"  or  "us."  If  we  were  the  recipients  of  such  letters,  we 
should  protest  against  this  studied  solicitude  on  the  part  of 
our  correspondents.  We  should  regard  it  as  perilously  close 
to  affectation  and  hypocrisy. 

No  one  can  fairly  lay  down  a  rule  as  to  the  exact  propor- 
tion of  "you's"  to  "we's"  that  should  be  used  in  a  letter.  We 
have  seen  letters  containing  nothing  but  "we's"  and  "our's" 
and  "us's,"  that  were  so  unobtrusively  written  that  the  in- 
tended reader  was  probably  oblivious  to  their  large  number. 
Though  endorsing  the  wise  use  of  the  "you  attitude,"  we 
warn  against  making  it  stereotyped.  We  welcome  a  rational 
compromise;  one  that,  while  stressing  the  "you"  will  also 
frankly  and  yet  unobtrusively  make  suitable  use  of  "we" 
and  "our."  For  finally,  in  the  background  of  all  business, 
there  should  be  a  sense  of  interdependence  of  seller  and 
buyer,  of  creditor  and  debtor;  letters  that  strengthen  that 
sense  are,  whatever  their  use  of  personal  pronouns,  per- 
forming a  valuable  service. 

Other  Aspects  of  the  Collection  Letter 

How  long  should  collection  letters  be? — The  answer  to  this 
question  is  very  similar  to  the  answer  to  the  famous  ques- 
tion that  was  asked  of  Abraham  Lincoln — "How  long  should 
a  man's  legs  be?"  The  answer  obviously  was  that  they 
should  be  long  enough  to  reach  the  ground.  Collection  let- 
ters should  be,  of  course,  long  enough  to  get  the  money,  but 
with  this  epigrammatic  statement  one  has  not  advanced  very 
far.  In  their  review  of  thousands  of  collection  letters,  the 
authors  have  found  that  credit  men  sin  against  brevity  more 
frequently  than  against  length. 
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Credit  men  must  always  bear  in  mind  that  business  men 
are  busy  men,  particularly  the  small  retailers  who  combine 
a  variety  of  occupations  in  their  work.  There  are,  however, 
certain  letters,  in  which  moderate  length  is  an  asset  rather 
than  a  liability.  These  letters  are  in  large  part  in  answer  to 
correspondence  from  the  debtor.  If  the  debtor  has  corre- 
sponded with  you  in  connection  with  his  account,  that  is  some 
evidence  that  he  is  reading  your  letters  carefully.  You  are 
justified,  therefore,  in  writing  longer  letters  to  him  than  to 
debtors  who  are  ignoring  not  only  your  account  but  others. 

As  a  general  rule  (if  one  can  generalize  on  this  point), 
collection  letters  should  be  short,  but  not  too  short  to  be 
courteous.  Longer  letters  are  only  justified  when  the  corre- 
spondence is  two-sided,  or  when  the  writer  may  presume  close 
attention  on  the  part  of  the  recipient.  Among  such  letters 
are  letters  explaining  terms,  refusing  to  allow  unearned  dis- 
counts, giving  reasons  for  asking  interest,  granting  or  refus- 
ing to  grant  extensions,  and  so  forth. 

Use  paragraphs  generously. — Generous  use  should  always 
be  made  of  paragraphs,  particularly  in  letters  of  any  length, 
because  breaking  up  the  letter  into  paragraphs  facilitates  its 
reading.  There  is  something  formidable  about  letters  which 
run  along  for  seven  or  eight  or  ten  consecutive  lines,  that  is 
forbidding  to  the  average  reader.  You  can  of  course  sin  on 
the  side  of  too  many  paragraphs,  but  the  authors'  reading  of 
letters  has  convinced  them  that  too  many  credit  men  sin  in 
not  paragraphing  enough. 

Mechanical  make-up. — Last,  but  not  least,  see  that  the  me- 
chanical form  of  your  letter  is  perfect.  See  to  it  that  the  work 
on  the  stenographer's  part  is  careful  and  clean.  It  is  not 
pleasant  to  receive  dunning  letters,  but  most  debtors  prefer 
neatly-written  letters  on  good  paper  to  the  other  kind. 

Conclusion 

We  ask  you  to  analyze  these  letters  critically  and  then, 
analyze  your  own.  Visualize,  individualize,  and  personalize. 
Remember  that  there  is  nothing  like  the  critical  reading  of 
good  books  and  more  good  books  to  help  you  to  write  well. 
It  is  therefore  suggested  that  you  read,  and  read  critically, 
not  only  business  letters  but  world-famous  letters  like  those 
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of  Samuel  Johnson,  Abraham  Lincoln,  John  Hay,  Walter  H. 
Page,  William  James,  and  Theodore  Roosevelt. 


RETAIL  COLLECTION  LETTERS 

In  the  foregoing  pages  we  have  considered  collection  letters 
largely  from  the  point  of  view  of  credit  men  of  manufactur- 
ing, jobbing,  and  wholesale  houses.  What  of  collection  letters 
of  retail  credit  men  to  their  debtors? 

Our  examination  of  retail  collection  letters  has  convinced 
us  that  though  the  underlying  philosophy  and  psychology  of 
collection  letter  writing  is  the  same,  there  are  minor  differ- 
ences that  justify  a  separate  treatment.  These  differences 
are  not  so  much  differences  of  kind  as  of  degree.  They  are 
due  in  the  main  to  the  difference  between  the  types  of  custom- 
ers sold  by  the  retailer,  and  the  types  sold  by  the  wholesaler, 
jobber,  and  manufacturer. 

The  wholesaler,  jobber,  or  manufacturer  sells  entirely  to 
business  enterprises.  The  retailer,  on  the  other  hand,  sells 
largely,  not  to  business  enterprises,  but  to  so-called  "ultimate 
consumers."  These  ultimate  consumers  comprise  in  some 
form  or  other  all  groups  of  the  buying  public. 

When  retailers  sell  to  business  houses  as  ultimate  con- 
sumers, their  problem  of  collections  differs  in  no  important 
essentials  from  the  problem  that  confronts  the  collection 
work  of  manufacturing,  jobbing,  and  wholesale  houses.  The 
general  philosophy  and  psychology  of  collection  letter  writ- 
ing as' developed  in  this  introductory  chapter  apply,  even  in 
their  details,  to  collection  letters  written  to  such  houses. 

The  Personal  Account 

But  collection  letters  to  individual  consumers  take  on  a 
slightly  different  aspect.  These  individual  consumers  are 
personal  buyers — housewives,  professional  men  and  women, 
men  and  women  of  the  white-collar  classes,  mechanics,  and 
wage  earners  of  all  kinds,  whose  training  in  the  rudiments  of 
business  procedure  is  meager.  The  vast  majority  of  these 
buyers  are  honest,  as  is  proved  by  the  fact  that  credit  losses 
in  retail  houses  are  low — surprisingly  low  when  we  consider 
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the  relatively  easy  granting  of  retail  credit.  However,  a  large 
number  of  these  buyers  do  not  pay  their  accounts  at  maturity, 
and  the  indirect  credit  losses  that  result  from  this  non-pay- 
ment at  maturity  run  usually  far  higher  for  retail  houses 
than  they  do  for  well-established  manufacturing,  wholesale, 
or  jobbing  houses. 

In  the  wholesale  lines,  it  is  not  unusual  to  find  the  monthly 
percentage  of  accounts  receivable  collected  running  well 
above  eighty  per  cent.  Seventy  to  eighty  per  cent  is  a  very 
common  figure.  Sixty  to  seventy  per  cent  would  be  looked 
upon  by  most  manufacturers,  wholesalers,  and  jobbers  as 
low. 

A  very  different  situation  is  revealed  by  the  figures  for  the 
average  monthly  percentage  of  accounts  receivable  collected 
by  retail  houses,  as  may  be  seen  from  the  figures  compiled 
by  the  College  of  Business  Administration  of  the  University 
of  Nebraska  in  a  study  of  the  control  of  retail  credit.* 

Average  Collection  Percentages  and  Turnover  of  Accounts  Receivable,  1922 

Average  Monthly  Per  Cent  Annual  Turnover 

of  Accounts  Receivable  of  Accounts 

Collected  Receivable 

Grocery  Stores 82.5  9.9 

Department  Stores 53.0  6.36 

Clothing  Stores 43.4  5.21 

General    Stores 34.7  4.16 

Furniture   Stores 17.7  2.12 


Reasons  for  the  Relatively  Large  Percentage  of  Past-dues  in 
Personal  Accounts 

Some  of  the  chief  reasons  for  this  relatively  large  per- 
centage of  past-due  accounts  are  as  follows : 

1.  Contractual  obligation  less  evident  in  personal  account. — 
The  contractual  obligation  in  the  credit  sale,  though  equally 
implied  in  transactions  of  retailers  on  the  one  hand,  and  of 
wholesalers,  jobbers,  or  manufacturers  on  the  other,  is  less 
evident  to  the  personal  customer  in  his  purchase  of  goods  from 
the  retailer.    Orders  are  for  the  most  part  not  signed.    The 

*  These  figures  are  based  on  a  rather  limited  number  of  experi- 
ences, but  it  is  not  likely,  that  a  fuller  investigation  would  give  us 
averages  that  depart  seriously  from  those  in  the  appended  table. 
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mutuality  of  obligation  that  inheres  in  a  contract  is  there- 
fore not  so  apparent.  The  retailer  has  every  right  to  assume 
that  a  contractual  obligation  exists,  but  he  cannot  make  the 
same  use  of  this  assumption  in  his  letters  to  personal  cus- 
tomers as  can  the  wholesaler,  jobber,  or  manufacturer.  To 
be  sure,  a  large  number  of  houses,  particularly  department 
stores,  require  the  signature  of  the  buyer  on  the  sales  ticket. 
Though  this  signature  becomes  the  evidence  of  a  contract  with 
the  retail  house,  the  real  purpose  for  requiring  it  on  the  sales 
ticket  is  not  to  give  the  retail  house  such  evidence  but  rather 
to  identify  the  buyer.  The  customer  quite  naturally,  there- 
fore, interprets  it  merely  as  a  means  of  identification. 

An  examination  of  retail  letters  will  show  accordingly 
fewer  appeals  for  the  rigid  observance  of  the  sales  contract, 
though  these  appeals  can  be  made  and,  for  the  purpose  of 
education,  should  be  made  increasingly. 

2.  Terms  of  sale  more  flexible. — There  is  a  considerable  flexi- 
bility in  the  interpretation  of  retail  terms  of  sale.  Part  of 
this  flexibility  is  due  to  the  fact  that  a  time  element  enters  iu 
through  the  service  that  retail  stores,  particularly  depart- 
ment stores,  render  their  customers.  The  return  privilege, 
for  example,  allowed  customers,  and  so  frequently  availed  of, 
introduces  an  element  of  time  that  is  usually  absent  in  the 
sales  by  wholesalers,  jobbers,  and  manufacturers  to  busi- 
ness houses.  An  invoice  rendered  by  the  wholesale  house  is 
far  more  likely  to  be  final  in  form  than  is  the  invoice  rendered 
by  retail  houses,  which  is  subject  to  credits  through  the  re- 
turn of  goods. 

Though  the  terms  of  sale  of  the  same  kinds  of  retail  houses, 
department  stores  for  example,  are  usually  very  similar  or 
the  same  (e.g.,  goods  are  sold  at  cash  prices  and  payment 
requested  the  early  part  of  the  following  month),  credit 
managers  in  the  same  type  of  business  treat  departures  from 
these  terms  differently.  Some  of  them  hold  to  a  fairly  hard 
and  fast  interpretation.  Most  of  them,  however,  give  the 
terms  an  elasticity.  They  do  so  because  experience  has  taught 
them  that  a  too  rigid  collection  policy  antagonizes  customers. 
They  know  that  offending  a  personal  customer  is  a  far  more 
serious  matter  than  offending  a  business  buyer.  The  offended 
personal    customer   fells'  his   experiences   to   relatives   and 


xxxiv  INTRODUCTION 

friends,  and  a  loss  of  his  account  is  likely  to  be  followed  by 
the  loss  of  the  accounts  of  five  or  ten  others. 

There  is  no  parallel  to  this  situation  in  the  wholesale  field. 
If  the  credit  manager  for  a  wholesale  drug  house,  for  ex- 
ample, offends  one  of  three  proprietors  of  retail  drug  stores  in 
a  small  town,  there  is  not  much  likelihood  that  the  offended 
retailer  will  tell  his  experience  to  the  other  competing  retail- 
ers in  the  town.  Moreover,  the  offended  retailer  is  not  always 
in  a  position  to  "take  out  his  grudge"  on  the  wholesaler  by  re- 
fusing to  give  him  future  business.  In  a  large  number  of 
instances  he  is  under  a  business  compulsion  to  continue  to 
deal  with  the  business  house  that  has  offended  him — as  will 
appear  from  a  consideration  of  the  difference  in  competition 
between  wholesaling  and  retailing. 

3.  Retail  competition  more  localized. — There  is,  of  course, 
keen  competition  among  wholesalers,  jobbers,  and  manufac- 
turers for  the  buyer's  trade — a  competition  that  gives  the 
prospective  buyer  a  considerable  freedom  of  choice  and  there- 
fore a  power  over  the  seller.  But  in  many  cases  the  whole- 
saler deals  in  a  nationally-advertised  commodity  or  in  other 
brands  which  the  buyer  is  under  some  necessity  of  carrying. 
Moreover,  where  there  is  keen  competition,  this  competition 
is  frequently  not  localized,  and  many  a  buyer  will  hesitate 
to  change  his  dealer,  if  this  change  results  in  slower  deliver- 
ies due  to  greater  distances  or  to  other  factors.  The  retail 
seller  is  not  in  such  a  fortunate  position.  His  competition  is 
usually  close  at  hand.  The  offended  buyer  can  go  across  the 
street  and  get  the  same  article  at  a  price  and  with  a  service 
not  differing  greatly  from  the  price  and  service  offered  him 
by  his  old  dealer.  These  considerations  place  restraints  upon 
the  retail  selling  house  that  do  not  exist  in  the  same  degree 
for  the  wholesaler,  jobber,  and  manufacturer. 

4.  Less  inducement  for  prompt  payment.— There  is  also  in 
the  personal  account  a  lack  of  inducement  for  prompt  pay- 
ment. In  the  wholesale  trade  there  are  discounts  that,  calcu- 
lated at  annual  interest  rates,  average  12,  24,  and  36  per 
cent  per  year,  and  frequently  more.  The  business  buyer 
thus  earns  a  substantial  financial  reward  for  prompt  pay- 
ment. In  addition,  some  wholesalers,  jobbers,  and  manu- 
facturers are  able  to  enforce  a  policy  of  charging  interest  on 
past-due  accounts,  thus  providing  the  debtor  with  an  addi- 


INTRODUCTION  xxxv 

tional  incentive  for  the  payment  of  accounts  at  or  before 
maturity.  There  are  no  similar  substantial  inducements  or 
rewards  for  prompt  payment  of  personal  accounts. 

5.  Reluctance  to  pay  for  goods  already  consumed. — A  fifth 
reason  for  the  difference  in  the  percentage  of  past-due  ac- 
counts of  personal  buyers  and  of  business  buyers  seems  to  be 
inherent  in  the  difference  between  the  goods  sold.  The  retailer 
sells  consumers  goods,  a  large  part  of  which  are  non-durable. 
Within  a  few  days,  or  at  most  a  few  weeks  or  months,  these 
goods  are  either  totally  or  partially  consumed.  The  whole- 
saler, jobber,  or  manufacturer  sells  producers  goods  or  con- 
sumers goods  not  for  immediate  consumption  but  for  resale. 
Strange  as  it  may  appear,  there  seems  to  exist  a  reluctance 
among  ultimate  consumers  to  pay  for  goods  consumed  and 
services  already  rendered. 

6.  Personal  buyers  less  careful  in  budgeting. — The  average 
personal  customer  does  not  carefully  budget  his  expenditures, 
and  thus  it  frequently  happens  that  he  buys  beyond  his 
monthly  income  in  response  not  only  to  necessity  but  to  de- 
sire stimulated  by  appealing  advertising.  Since  he  does  not 
go  to  the  bank  to  borrow  in  order  to  pay  for  such  personal 
indebtedness,  he  will  postpone  the  payment  of  his  account  for 
a  month  or  two.  Business  buyers  usually  plan  their  pur- 
chases more  carefully.  They  relate  their  purchases  to  all 
their  other  expenditures  and  to  their  income,  and  thus  ex- 
ercise some  budgetary  control  over  their  outgo.  If  their 
income  temporarily  does  not  meet  their  expenditures,  they 
naturally  turn  to  the  bank  for  loans  to  cover  their  bills  until 
such  a  time  as  the  collection  of  their  own  accounts  receivable 
places  them  in  funds. 

7.  Personal  debtors  more  sensitive  than  business  debtors. — 
One  more  reason  may  be  cited,  and  that  is  the  difference  be- 
tween collections  from  persons  and  from  business  houses. 
The  business  house  selling  another  business  house  deals  with 
the  house.  The  transaction  is  more  or  less  impersonal  in 
character.  The  payment  of  bills  is  a  matter  of  business  rou- 
tine. A  business  house  dealing  with  another  business  house 
whose  account  has  become  past  due  may  speak  frankly  about 
the  failure  of  the  debtor  house  to  meet  its  obligations  without 
reflecting  on  the  personal  character  of  the  man  who  is  charged 
with  the  payment  of  the  account.    A  similar  frankness  in  an 
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appeal  to  an  individual  buyer  is  likely  to  be  resented  as  a 
personal  affront  and.  a  reflection  on  his  individual  character. 


The  Necessity  for  Courtesy 

All  these  considerations  emphasize  the  necessity  for  re- 
tail credit  and  collection  men  to  guard  against  offending 
their  personal  customers.  These  customers — "patrons"  of 
a  house — are  sensitive  and  quick  to  respond  unfavorably 
to  brusqueness  and  bluntness  on  the  part  of  the  retail  house. 
The  time  may  come  when,  with  the  ever-increasing  use  of 
credit  and  the  ever-increasing  knowledge  of  the  abuses  of 
credit,  the  individual  patron  will  re-act  no  differently  from 
the  business  house,  but  until  that  time  comes,  the  writer 
of  retail  collection  letters  will  have  to  lay  a  major  stress 
on  courtesy  and  diplomacy,  though  he  can,  of  course,  com- 
bine these  qualities  with  dignity  and  forcefulness. 

A  comparison  of  the  retail  collection  letters  included  in 
this  volume,  with  the  collection  of  letters  used  by  wholesale, 
jobbing,  and  manufacturing  houses,  will  illustrate  the  points 
made  above.  Some  of  the  wholesale  collection  letters  would 
be  equally  effective,  if  used  by  the  retailers  to  individual 
consumers,  but  a  large  number  of  them  would  undoubtedly 
offend  hypersensitive  patrons. 

The  retail  credit  manager  must  always  bear  in  mind  that 
he  is  dealing  in  large  part  with  women  particularly,  and  men, 
who  are  not  methodical  in  their  business  habits,  and  who 
moreover  are,  unfortunate  as  the  fact  may  be,  inclined  to  look 
all  too  frequently  upon  the  payment  of  their  accounts  as  a 
favor  extended  to  the  selling  house,  and  not  as  a  fulfillment 
of  a  contractual  obligation  entered  into  with  that  house. 

Mechanism  of  Retail  Collection  Letters 

The  small  size  of  the  account  and  the  large  number  of 
accounts  per  total  sales  necessarily  result  in  additional  dif- 
ferences in  the  mechanics  of  wholesale  and  retail  collections. 
Though  a  large  number  of  wholesale  houses  rely  almost  en- 
tirely on  form  letters,  there  are  many  wholesale  houses  which 
use  forms  only  in  a  preliminary  way  and  then  treat  the  ac- 
counts on  an  individual  basis.    And  there  are  others  which 
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use  individual  personal  letters  pretty  extensively.  The 
situation  in  the  field  of  retail  credits  is  a  very  different  one. 
For  the  most  part  retail  houses  are  compelled  to  make  use  of 
forms  almost  entirely.  These  forms  are  of  course  in  large 
part  typewritten  and  look  like  personal  letters.  They  are 
usually  changed  periodically  so  as  not  to  lose  their  effective- 
ness. Before  using  a  typewritten  letter,  many  houses  send 
printed  forms  as  their  first  and  second  requests. 


Seasonal  Fluctuations  in  the  Retail  Trade 

Seasonal  aspects  enter  into  retail  collections  just  as  they 
do  into  wholesale  collections,  although  department-store 
trade  in  large  cities  is  as  a  rule  far  more  stable  than  whole- 
sale trade.  A  strike  or  a  depression  or  a  flood  affects  retail 
business,  and  the  credit  man  must  quickly  adjust  his  proce- 
dure to  the  changed  economic  situation.  If  the  personal 
buyers  are  farmers  or  miners  or  architects  or  contractors, 
whose  pay  days  are  irregular,  there  is  a  strong  seasonal  as- 
pect to  their  trade  which  the  credit  man  must  take  into  ac- 
count in  his  work  of  collecting. 


Summary 

The  same  appeals  to  pride,  self-interest,  and  fear  that  are 
made  to  the  business  debtor  can  be  made  to  the  personal 
debtor.  But  the  tone  of  the  appeals  must,  in  view  of  all  the 
considerations  mentioned  above,  be  different.  If  it  is  not, 
the  credit  man  of  the  retail  house  is  not  writing  a  good  col- 
lection letter — that  is,  a  letter  which  not  only  collects  the 
account  but  retains  the  good  will  of  the  customers. 


PART  I 
WHOLESALE  COLLECTION  LETTERS 


I.  LETTERS  ON  SMALL  PAST-DUE  ACCOUNTS 


A  SIMPLE,  forceful  way  of  putting  the 
request  for  the  payment  of  small  bal- 
ances. 


THE  CREDITOR  COMPANY 

SUPPLY  CITY  ILLINOIS 


June  10,  19—. 

Mr.  A.  B.  Debtor, 
Business  Center, 
New  York. 

Dear  Mr.  Debtor: 

Each  time  we  write  you  about  that  little  balance  of 
$4.64  it  costs  us,  everything  included,  35  or  40  cents. 

The  profit  on  these  items  has  long  since  been  ex- 
hausted. 

Won't  you  save  us  time,  money,  and  annoyance  by 
writing  a  check  for  us  now,  to-day,  while  you  think 
of  it? 

Very  truly  yours, 

THE  CREDITOR  COMPANY 

(Signed) 


A  COURTEOUS  letter  of  the  "oversight" 
variety. 


THE  CREDITOR  COMPANY 

SUPPLY  CITY  ILLINOIS 


October  26,  19- 


Mr.  A.  B.  Debtor, 
Business  Center, 
Maryland. 

Dear  Mr.  Debtor: 

September  10th— $25.50. 


According  to  our  records,  your  account  mentioned 
above  is  still  unpaid.  You  have  no  doubt  over- 
looked it. 

We  rely  on  the  good  will  of  our  customers  to  make 
good  these  little  oversights  on  being  reminded  of 
them,  and  we  will  look  forward  to  your  prompt  remit- 
tance. 

Yours  respectfully, 

THE  CREDITOR  COMPANY 

(Signed) 


A  SUCCESSFUL   variant   of   the   small- 
account  type. 


THE  CREDITOR  COMPANY 

SUPPLY  CITY  ILLINOIS 


October  26,  19—. 


Mr.  A.  B.  Debtor, 
Business  Center, 
Maryland. 

Dear  Mr.  Debtor: 

August  22nd— $15.75. 

A  man  who  has  to  carry  many  details  in  his  mind, 
can't  possibly  do  justice  to  all  of  them.  But  every  one 
he  attends  to,  gives  him  just  so  much  more  time  for 
other  matters. 

Our  account  will  be  off  your  mind,  if  you  send  a 
check  to-day. 

Why  not  use  the  enclosed  envelope — now? 

Yours  truly, 

THE  CREDITOR  COMPANY 

(Signed) 


A  VARIANT  of  the  small-account  letter 
written  in  a  friendly  and  courteous  tone. 
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THE  CREDITOR  COMPANY 

SUPPLY  CITY  ILLINOIS 


July  15,  19—. 

Mr.  A.  B.  Debtor, 
Business  Center, 
Ohio. 

Dear  Mr.  Debtor: 

An  account  of  $10.23  seems  small,  but  it  becomes 
important  when  it  has  a  great  deal  to  do  with  deter- 
mining the  future  relationship  between  us.  We  look 
forward  to  a  continuance  of  our  pleasant  relationships 
with  you.  We  are  trying  to  do  our  part.  Surely  we 
can  count  on  you  to  do  yours  by  making  prompt  pay- 
ment.   Will  you  not  do  so? 

Let  us  hear  from  you  at  once. 

Very  truly  yours, 

THE  CREDITOR  COMPANY 

(Signed) 
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THIS  letter  contains,  in  a  little  different 
form,    the   well-known    arguments    for 
paying  small  accounts. 
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THE  CREDITOR  COMPANY 

SUPPLY  CITY  ILLINOIS 


February  3,  19—. 

The  Debtor  Company, 
Business  Center, 
Ohio. 

Gentlemen : 

One  of  the  reasons  for  the  "high  cost  of  living"  is 
the  fact  that  there  is  too  much  procrastination  in  this 
old  world.  We  dislike  to  write  to  you  again  about 
such  a  small  matter  as  $4.91,  the  amount  of  your 
invoice  of  October  3rd,  which  is  now  long  past  due. 

Surely,  gentlemen,  you  must  appreciate  that  writing 
letters  costs  money.  We  have  to  figure  about  thirty 
cents  on  every  letter.  This  makes  the  fifth  letter  we 
have  written  in  regard  to  your  unpaid  account.  It  is 
such  a  small  matter  that  we  feel  sure  that  you,  as  fair- 
minded  business  men,  will  attach  your  check,  and  mail 
it  to  us  at  once. 

Come  now,  let's  be  fair  about  the  matter — just  pin 
your  check  for  $4.91  to  this  letter  and  accept  our 
heartfelt  thanks. 

Yours  very  truly, 

THE  CREDITOR  COMPANY 


(Signed) 


13 


ASMALL-account  letter  in  which  the  fa- 
miliar arguments  are  well  put. 
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THE  CREDITOR  COMPANY 

SUPPLY  CITY  ILLINOIS 


August  2,  19—. 

Mr.  A.  B.  Debtor, 
Business  Center, 
Illinois. 

June  15th— $7.63. 

Dear  Mr.  Debtor: 

Please  note  the  memorandum  of  your  account  which 
is  past  due  as  stated  at  the  top  of  this  letter.  Prob- 
ably the  fact  that  the  amount  is  so  small  has  made  you 
overlook  it. 

As  these  small  accounts  do  not  justify  expense  in  the 
way  of  collecting,  please  make  out  a  check  for  the  sum 
and  send  it  to  us  promptly  upon  receipt  of  this  letter. 

Don't  bother  writing.  We  understand  how  these 
oversights  occur.  Just  return  this  letter  with  your 
check  to-day. 

Thank  you. 

Very  truly  yours, 

THE  CREDITOR  COMPANY 

(Signed) 
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THE  writer  of  this  letter,  the  second,  to  a 
past-due  debtor  in  a  retail  clothing  line, 
may  possibly  overdo  the  oversight  theme,  but 
the  fact  remains  that  many  retail  clothiers 
are  harassed  with  a  variety  of  business  opera- 
tions, and  a  little  sympathy  is  usually  more 
effective  than  the  assumption  that  they  are 
wilfully  neglecting  your  account. 
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THE  CREDITOR  COMPANY 

SUPPLY  CITY  ILLINOIS 


November  8,  19 — . 

Mr.  A.  B.  Debtor, 
Business  Center, 
North  Carolina. 

Dear  Mr.  Debtor: 

We  are  asking  your  earnest  and  thoughtful  atten- 
tion to  your  account  of  $30.19,  which  matured  Octo- 
ber 1st. 

When  this  was  due,  we  sent  you  a  statement,  fol- 
lowed shortly  by  a  courteous  letter.  Possibly  our 
statement  escaped  your  attention.  Because  of  the  fact 
that  the  fall  of  the  year  is  your  busy  season,  we  can 
readily  see  that  this  would  be  quite  possible. 

Perhaps  you  are  one  of  those  who  must  personally 
carry  many  details  of  your  business — buying,  selling, 
managing,  bookkeeping — in  your  mind,  and  thus  find 
it  somewhat  difficult  to  do  justice  to  all  of  them.  But 
every  detail  taken  care  of  gives  you  just  that  much 
additional  time  for  other  pressing  matters. 

Our  account  will  be  off  your  mind  and  out  of  the 
way,  if  you  will  dig  up  our  statement  and  send  us  your 
check  to-day  in  the  enclosed  envelope. 

Yours  very  truly, 
THE  CREDITOR  COMPANY 
(Signed) 
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j\  N  appeal  to  the  customer's  sense  of  fair 


play. 
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THE  CREDITOR  COMPANY 

SUPPLY  CITY  ILLINOIS 


March  1,  19—. 

Mr.  A.  B.  Debtor, 
Business  Center, 
Minnesota. 

Dear  Mr.  Debtor: 

We  do  not  seem  to  be  making  much  headway  rela- 
tive to  the  small  past-due  balance  of  $31.82  existing 
on  your  account,  to  which  we  have  called  your  atten- 
tion on  numerous  occasions. 

Why  not  afford  us  the  courtesy  you  would  naturally 
expect  in  the  event  conditions  were  reversed,  and 
either  let  us  have  your  check  or  tell  us  why  we  are 
not  entitled  to  immediate  payment  in  order  that 
proper  adjustment  may  be  made  on  our  books? 

In  the  event  that  you  desire  any  information  rela- 
tive to  the  items  represented  by  this  balance,  we  will 
be  only  too  glad  to  furnish  it.  By  all  means  see  to  it 
that  we  hear  favorably  from  you  in  response  to  this 
communication. 

Yours  very  truly, 

THE  CREDITOR  COMPANY 

(Signed) 
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A  LETTER  of  the  oversight  kind  that  is 
effective  with  small  retailers. 
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THE  CREDITOR  COMPANY 

SUPPLY  CITY  ILLINOIS 


May  9,  19—. 

The  Debtor  Company, 
Business  Center, 
Michigan. 

Gentlemen : 

When  a  man  is  puzzled  over  the  dozen  or  so  prob- 
lems which  come  up  in  every-day  business— buying, 
selling,  advertising,  and  managing  a  store,  little  mat- 
ters like  the  enclosed  account  easily  slip  out  of  mind. 

They  do  with  me,  and  I  like  to  be  reminded  of  them, 
so  I  feel  sure  that  you  will  be  glad  to  have  this  again 
brought  to  your  attention. 

The  enclosed  addressed  envelope  offers  a  quick, 
easy  way  of  getting  the  check  back  to  us. 


Very  truly  yours, 
THE  CREDITOR  COMPANY 
(Signed) 
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N  "oversight"  letter,  courteously  phrased. 
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THE  CREDITOR  COMPANY 

SUPPLY  CITY  ILLINOIS 


June  9,  19—. 

Mr.  A.  B.  Debtor, 
Business  Center, 
Connecticut. 

Dear  Sir: 

Your  account  at  the  close  of  last  month  shows  a  bal- 
ance unpaid  of  $12.13. 

It  is  generally  recognized  that  accounts  are  allowed 
to  become  overdue  through  oversight,  rather  than 
through  unwillingness  or  inability  to  pay. 

If  you  cannot  send  us  your  check  by  the  18th  of 
this  month,  kindly  tell  us  when  you  can,  thereby  sav- 
ing labor  and  postage  of  considerable  value. 

We  feel  sure  that  you  will  appreciate  the  reason- 
ableness of  this  request.  Thanking  you  in  advance, 
we  remain, 

Yours  very  truly, 


THE  CREDITOR  COMPANY 
(Signed) 
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II.    LETTERS  ON  DISCOUNTS  AND  INTEREST 
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A  LETTER  to  a  customer  who  is  trying  to 
"get  away"  with  taking  an  unearned  dis- 
count. 
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THE  CREDITOR  COMPANY 

SUPPLY  CITY  ILLINOIS 


July  21,  19—. 

Mr.  A.  B.  Debtor, 
Business  Center, 
Minnesota. 

Dear  Mr.  Debtor: 

We  find  that  although  we  have  written  you  numer- 
ous letters  in  regard  to  the  deduction  of  $43.34  from 
your  May  remittance,  we  have  so  far  received  no  reply 
from  you  nor  have  you  acknowledged  our  telegram 
of  July  16th  in  regard  to  the  same  matter. 

As  we  have  explained  to  you  in  our  former  letters, 
this  difference  represents  the  cash  discount  which  you 
deducted  in  your  May  settlement  of  a  December  bill. 
You  know  very  well  that  our  terms  are  2  per  cent  for 
cash  in  15  days  and  30  days  net,  and  that  the  bill  in 
question  was  already  four  months  beyond  the  net 
period. 

We  do  not  see  how  you  can  defend  your  action  in 
taking  this  discount  and  must,  therefore,  request  that 
you  let  us  have  your  check  for  $43.34  at  once  so  that 
we  may  check  up  your  account  to  date. 

Very  truly  yours, 
THE  CREDITOR  COMPANY 
(Signed) 
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A  LETTER  on  a  past-due  account  that  con- 
tains a  lesson  on  the  advantages  of  tak- 
ing the  discount.  Friendly  arid  conversational 
in  tone. 
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THE  CREDITOR  COMPANY 

SUPPLY  CITY  ILLINOIS 


October  22,  19—. 

The  Debtor  Company, 
Business  Center, 
New  York. 

Gentlemen : 

The  balance  of  your  account  to  September  30th  is 
$440.64. 

We  regret  that  for  the  past  two  seasons  you  have 
been  losing  your  discounts. 

When  a  customer  has  dealt  with  us  for  many  years, 
we  feel  a  special  interest  in  his  welfare.  We  want  to 
give  him  the  benefit  of  low  prices,  but  this,  of  course, 
is  possible  only  if  he  pays  promptly  enough  to  receive 
the  substantial  discounts. 

We  would  like  to  get  your  account  back  on  the  old 
discounting  basis. 

Send  us  a  check  to  balance  this  total  and  in  the 
future,  keep  your  bills  on  the  ten-day  and  dating  basis. 
By  doing  so,  you  will  make  more  money  and  at  the 
same  time  you  will  help  us. 

Thank  you. 

Yours  very  truly, 

THE  CREDITOR  COMPANY 

(Signed) 


A  BRIEF  letter  requesting  payment  of  a 
past-due  account  and  emphasizing  the 
value  of  discounts.  Note  the  easy  conversa- 
tional tone  of  the  note. 
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THE  CREDITOR  COMPANY 

SUPPLY  CITY  ILLINOIS 


April  5,  19—. 


Mr.  A.  B.  Debtor, 
Business  Center, 
New  York. 


Account  $150.00. 


My  Dear  Mr.  Debtor: 

Just  a  short  note  by  way  of  reminder.  The  above 
account  is  due  and  we  are  waiting  to  welcome  your 
check. 

By  the  way,  Mr.  Debtor,  aren't  we  soon  to  have  the 
pleasure  of  adding  your  name  to  those  of  our  custom- 
ers who  discount  their  bills? 

Very  respectfully, 
THE    CREDITOR   COMPANY 
(Signed) 


31 


A  LETTER  containing  an  appeal  for  a 
payment  of  a  past-due  account  and  em- 
phasizing the  value  of  taking  the  cash  dis- 
count. The  letter  is  an  admirable  example 
of  straight-forwardness  combined  with  cour- 
tesy. 
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THE  CREDITOR  COMPANY 

SUPPLY  CITY  ILLINOIS 


August  29,  19—. 

Mr.  A.  B.  Debtor, 
Business  Center, 
New  York. 

My  Dear  Mr.  Debtor: 

Account  $250.00. 

The  particular  purpose  of  this  letter  is  to  ask  you 
for  payment  of  the  above  account.  Having  written 
you  on  August  15,  we  know  you  will  oblige  us  now  if 
possible. 

The  secondary  purpose  is  to  ask  whether  it  has 
occurred  to  you  that  if  you  had  paid  this  bill  by 
August  1,  you  would  have  saved  $5.00  on  the  account. 
Try  discounting  this  month's  bills. 

Very  respectfully, 
THE    CREDITOR   COMPANY 
(Signed) 
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A  LETTER  that  stresses  the  advantage  of 
discounting. 
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THE  CREDITOR  COMPANY 

SUPPLY  CITY  ILLINOIS 


November  2,  19 — . 
The  Debtor  Company, 
Business  Center, 
New  York. 

Gentlemen : 

A  notably  large  percentage  of  our  customers  dis- 
count their  bills  with  us,  a  very  satisfactory  proced- 
ure from  every  point  of  view — theirs  and  ours.  We 
are  hoping  that,  with  a  little  persuasion,  we  can  per- 
haps include  you  among  those  who  do. 

We  are  wondering  whether  you  appreciate  how 
much  discounting  your  bills  amounts  to,  both  finan- 
cially and  as  a  foundation  for  credit. 

Take  your  case  as  an  illustration.  You  have  been 
buying  from  us  on  the  average  of  $500.00  worth  of 
goods  a  month;  two  per  cent  (2%)  discount  would 
net  you  a  saving  of  $10.00,  and  for  a  period  of  twelve 
months  you  would  have  earned  $120.00  through  your 
policy  of  paying  promptly.  This  is  certainly  a  nice 
amount  to  save  on  one  account  alone.  If  you  added 
the  discounts  you  could  save  by  paying  all  your 
accounts  promptly,  you  would  find  the  figure  amount- 
ing to  a  good-sized  sum. 

May  we  not  urge  that  you  give  this  matter  your  con- 
sideration, and  determine  from  now  on  to  take  advan- 
tage of  every  discount  offered. 

Yours  very  truly, 
THE    CREDITOR   COMPANY 
(Signed) 
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A  LETTER    asking    for    interest,    that   is 
short,  straightforward,  and  yet  tactful. 
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THE  CREDITOR  COMPANY 

SUPPLY  CITY  ILLINOIS 


September  20,  19—. 

The  Debtor  Company, 
Business  Center, 
Maine. 

Gentlemen : 

We  have  just  received  your  remittance  of  $75.00. 
Many  thanks.  It  pays  a  bill  of  March  16th  which  was 
due  on  June  16th;  but  you  forgot  to  send  us  interest 
accrued  from  maturity  of  this  bill  to  this  date.  Besides 
enjoying  our  leniency  in  the  matter,  you  have  enjoyed 
the  use  of  our  money  beyond  the  agreed  maturity. 
This  has  been  of  value  to  you;  it  has  been  an  expense 
to  us;  and  you  do  not  want  our  values  without  the 
proper  and  cheerful  return,  we  know. 

The  amount  due  us  as  interest,  computed  at  6  per 
cent  per  annum  is,  in  dollars,  $1.14.  Please  send  it  in 
postage  by  return  mail,  so  that  we  may  close  the  bill 
in  full  and  give  you  a  receipt. 

Very  truly  yours, 
THE  CREDITOR  COMPANY 
(Signed) 


37 


LETTERS  explaining  interest  charges  can- 
not be  short.  The  two  following  are  pos- 
sibly unnecessarily  long,  but  they  are  likely 
to  be  read  carefully  because  they  are  in  an- 
swer to  the  debtor's  communications. 


38 


THE  CREDITOR  COMPANY 

SUPPLY  CITY  ILLINOIS 


October  28,  19—. 
The  Debtor  Company, 
Business  Center, 
Washington. 

Gentlemen : 

Replying  to  your  letter  of  October  28th  regarding 
interest  charged  on  your  account,  we  wish  to  say  that 
our  prices  are  based  on  getting  our  money  according 
to  our  terms  when  our  bills  mature.  The  terms  are 
plainly  set  forth  upon  our  order  sheets  and  invoices, 
are  understood  by  you,  and  are  just  as  much  a  matter 
of  agreement  as  is  the  price  of  the  merchandise. 

We  are  obliged  to  pay  our  bills  when  they  become 
due,  and  have  to  depend  upon  our  own  receivables 
being  paid  promptly  in  order  to  do  this.  When  our 
customers  do  not  pay  us,  it  means  that  we  must  bor- 
row money  ourselves  and  pay  interest  on  it  in  order 
to  carry  their  accounts,  and  it  certainly  seems  most 
reasonable  to  insist  that  they  pay  us  interest  to  offset 
what  we  are  obliged  to  spend  in  order  to  accommo- 
date them. 

If  you  borrow  the  funds  from  your  banker  to  pay 
us,  he  charges  you  interest.  If,  instead,  you  depend 
upon  us  for  the  accommodation,  we  are  entitled  to  the 
same  consideration  at  your  hands  as  you  would  give 
your  banker,  for  it  is  our  money  you  are  getting  the 
use  of,  while  we,  in  the  meantime,  are  deprived  of  it. 

We  want  your  business  and  shall  always  endeavor 
to  deserve  it.  You  may  therefore  rest  assured  that 
you  will  be  accorded  the  same  consideration  as  are 
any  of  our  customers.  We  have  but  one  policy,  which 
is  to  treat  all  with  equal  fairness,  and  we  cannot  con- 
sistently exempt  you  from  paying  us  interest  on  past- 
due  accounts  while  requiring  it  from  others.  We  feel 
sure  that  this  policy  will  appeal  to  you  as  just  and 
reasonable. 

Very  truly  yours, 

THE  CREDITOR   COMPANY 

(Signed) 
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THE  CREDITOR  COMPANY 

SUPPLY  CITY  ILLINOIS 

October  26,  19—. 
The  Debtor  Company, 
Business  Center, 
Alabama. 

Gentlemen: 

We  wish  to  thank  you  for  your  remittance  amount- 
ing to  $863.50  received  to-day,  covering  February  and 
March  bills,  as  in  accordance  with  our  October  state- 
ment. Your  prompt  response  to  our  C.  Q.  D.  message 
was.  greatly  appreciated. 

We  notice  that  in  remitting  you  have  deducted  the 
item  of  interest  to  the  amount  of  $27.50,  and  believing 
that  you  probably  did  this  because  you  thought  it  was 
an  unjust  charge,  we  take  the  liberty  of  writing  you, 
in  order  that  you  may  understand  our  point  of  view 
on  this  subject. 

In  the  first  place  you  will  appreciate,  by  taking  your 
own  account  as  an  instance,  that  in  order  to  grant  the 
accommodation  asked  by  our  trade,  it  is  necessary  for 
us  to  carry  on  our  books  a  large  amount  of  money 
which  otherwise  we  could  be  using  in  our  business. 

This  accommodation  we  are,  as  you  know,  very  glad 
to  extend,  but  we  do  not  feel,  and  we  are  sure  you  do 
not  wish,  that  we  should  suffer  a  loss  by  so  doing. 
That  is  just  what  happens,  however,  unless  we  can  get 
interest  on  our  money,  or  in  other  words,  on  out- 
standing past-due  accounts;  for  if  our  bills  were  paid 
promptly  we  would  never  have  to  go  to  our  bank  for 
money. 

The  bank,  of  course,  charges  us  interest,  and  it  is 
this  interest  charge  that  we  pass  on  to  you.  We  think 
that  such  an  expense,  incurred  in  accommodating  our 
customers,  should  be  assumed  by  our  customers,  and 
that  you,  for  instance,  should  pay  your  share,  espe- 
cially in  view  of  the  fact  that  the  rate  we  charge,  and 
which  is  exactly  what  we  pay  ourselves,  is  consider- 
ably less  than  you  would  have  to  pay  if  you  borrowed 
the  money  from  your  own  bank  in  order  to  meet  your 
bills  when  they  fell  due. 

All  we  want  you  to  do  is  to  think  this  over,  and  if 
you  decide  that  we  are  right,  we  will  be  pleased  to 
receive  your  remittance  for  $27.50. 

Trusting  we  have  not  tried  your  patience,  and  with 
best  wishes  for  a  record  Holiday  business,  we  are, 
Yours  very  truly, 
THE  CREDITOR  COMPANY 
(Signed) 
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III.  LETTERS  CONTAINING  APPEALS  TO  PRIDE, 

FAIR  PLAY,  SENSE  OF  HONOR,  AND 

SELF-INTEREST 
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LETTERS  written  by  treasurers  after  col- 
lection managers  have  failed  to  collect, 
are  frequently  very  effective,  particularly  if 
the  treasurers  are  known  to  be  actively  in- 
terested in  credits  and  are  not  looked  upon  as 
a  stereotyped  collection  device.  The  writer 
of  this  letter  was  formerly  credit  and  col- 
lection manager.  As  such  he  can  make  an 
effective  appeal  to  customers,  and  particu- 
larly to  old  customers. 


42 


THE  CREDITOR  COMPANY 

SUPPLY  CITY  ILLINOIS 


October  19,  19—. 
Mr.  A.  B.  Debtor, 
Business  Center, 
North  Carolina. 

Dear  Mr.  Debtor: 

I  have  just  been  talking  with  Mr.  Jones,  our  collec- 
tion manager,  about  the  charge  which  stands  on  our 
books  against  you. 

Mr.  Jones  has  shown  me  the  file  of  correspondence 
with  you.  He  has  written  a  number  of  letters  in 
regard  to  this  account,  but  so  far  you  have  apparently 
ignored  our  requests  and  failed  to  send  a  remittance. 

It  was  suggested  that  your  account  be  referred  to 
our  legal  representatives  for  attention,  but  I  asked 
Mr.  Smith  to  wait  a  few  days.  I  wanted  to  write  you 
a  frank,  friendly  letter  and  put  the  matter  up  to  you 
in  a  straightforward,  businesslike  way. 

Here  is  the  situation:  You  have  been  owing  us 
$147.80  since  July  20th.  We  believe  our  account  has 
been  correctly  rendered.  We  know  of  no  reason  why 
payment  should  not  be  made.  The  information  we 
have  on  file  indicates  that  you  are  amply  responsible 
in  a  financial  way.  We  have  always  understood  that 
you  met  your  obligations  in  a  satisfactory  manner. 

We  have  tried  mighty  hard  to  treat  you  as  fairly 
and  leniently  as  we  ourselves  should  like  to  be  treated, 
and  now  it  is  squarely  up  to  you.  If  our  account  is 
correct,  we  shall  expect  an  immediate  remittance. 
But  if  there  is  an  error,  isn't  it  only  fair  that  you 
should  give  us  a  chance  to  set  things  right? 

We  believe  you  are  going  to  meet  us  half  way  in 
this  matter.  We  feel  there  is  no  reason  why  we  should 
be  forced  to  take  extraordinary  measures  to  collect  an 
account  from  a  customer  whose  business  we  value  as 
we  do  yours. 

Please  do  not  disappoint  me.  I  can  not  write  you 
again.  Unless  I  hear  from  you  promptly,  I  shall  be 
forced  to  take  legal  action.  The  stamped  envelope  is 
for  your  convenience. 

Very  truly  yours 

THE   CREDITOR   COMPANY 

(Signed) 

Treasurer. 
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A  BRIEF  letter  emphasizing  the  mutu- 
ality of  obligation  implied  in  credit 
contracts.  Note  the  last  sentence,  which  seeks 
to  maintain  good  will  by  requesting  future 
orders. 
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THE  CREDITOR  COMPANY 

SUPPLY  CITY  ILLINOIS 


June  8,  19—. 

Mr.  A.  B.  Debtor, 
Business  Center, 
New  York. 

My  Dear  Mr.  Debtor: 

If  you  should  send  us  an  order,  wait  almost  a  month 
for  it  to  be  filled,  and  still  have  no  word  about  ship- 
ment, you'd  want  to  know  the  reason  why,  wouldn't 
you? 

That's  how  matters  stand  with  your  April  account 
for  $150.00.  It's  past  due  and  you  have  not  answered 
our  May  27th  letter. 

Your  check  will  be  appreciated,  and  your  orders 
too. 

Very  respectfully, 

THE    CREDITOR   COMPANY 

(Signed) 


A  LETTER  written  by  a  Southern  mer- 
chant to  his  customer.  The  writer  con- 
siders it  a  strong  letter.  Note  the  careful 
phrasing  and  the  courteous  manner  in  which 
the  demand  for  payment  is  made.  This  let- 
ter, couched  in  terms  calculated  not  to  offend 
the  sensitiveness  of  customers  who  are  accus- 
tomed to  courtesy  and  formality,  might  con- 
ceivably be  less  effective  if  addressed  to 
Northern  or  Western  customers  used  to 
fewer  words  and  more  vigorous  methods. 


46 


THE  CREDITOR  COMPANY 

SUPPLY  CITY  ILLINOIS 


October  26,  19—. 
The  Debtor  Company, 
Business  Center, 
Louisiana. 

Gentlemen : 

We  confess  that  we  are  somewhat  perplexed  as  to 
just  what  to  write  you  with  reference  to  your  matured 
account.  The  fact  is,  we  feel  that  we  have  said  about 
all  we  can  in  courteous  language  that  might  be  calcu- 
lated to  appeal  to  your  sense  of  fairness;  but,  unfor- 
tunately, this  does  not  seem  to  have  had  any  weight 
with  you,  or  at  least  we  are  left  to  infer  as  much, 
judging  from  the  net  results  to  us. 

We  would  not  like  to  be  obliged  by  your  further 
inattention  to  have  recourse  to  more  aggressive  meas- 
ures— that  is  to  say,  to  place  the  claim  in  the  hands 
of  adjusters — as  that  would  not  be  a  good  thing  for 
you;  neither  would  it  be  a  good  thing  for  us.  On  the 
one  hand,  it  would  possibly  subject  you  to  some 
embarrassment,  if  it  did  not  seriously  impair  your 
credit;  on  the  other  hand,  it  would  cost  us  a  fee  of  15 
per  cent,  which  would  more  than  absorb  our  profit  in 
the  transaction  (our  net  margin  is  only  about  4  per 
cent  on  the  volume  of  our  business)  and  would  place 
us  in  a  position  where  we  should  have  to  forego  the 
privilege  of  serving  you  further  except  upon  a  cash 
basis. 

Either  of  these  eventualities  would  be  regrettable, 
and  for  our  mutual  interest  and  respect  we  urge  the 
importance  of  immediate  action  on  your  part.  We 
beg  of  you  to  let  us  hear  from  you  between  now  and 
the  first  of  the  month,  on  which  date  the  account  goes 
forward  on  our  collection  calendar  for  final  action. 

The  amount  is  $247.25. 

Very  truly  yours, 
THE    CREDITOR   COMPANY 
(Signed) 
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A  LETTER  that  impresses  the  customer 
with    the    contractual    relationship    of 
business. 
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THE  CREDITOR  COMPANY 

SUPPLY  CITY  ILLINOIS 


August  6,  19—. 
Mr.  A.  B.  Debtor, 
Business  Center, 
Maine. 

Dear  Mr.  Debtor: 

Your  letter  relative  to  your  account,  in  which  you 
acknowledge  your  obligations  and  promise  payment, 
has  been  received. 

It  has  been  carefully  noted,  however,  that  you  set 
no  specific  date  for  your  payment,  and  that  your 
promise  relative  to  settlement  is  both  vague  and  indef- 
inite. 

The  goods  covered  by  this  bill  were  secured  by  you 
in  no  such  indefinite  way.  They  were  purchased  by 
you  on  credit,  and  were  delivered  promptly  and  satis- 
factorily, with  the  distinct  understanding  that  you 
would  pay  for  them  in  thirty  days.  This  you  have 
failed  to  do.  There  is  no  desire  on  our  part  to  be 
critical,  but  you  must  understand  that  a  business  can- 
not be  conducted  on  such  indefinite  promises  as  that 
just  received. 

We  are  willing  to  accept  partial  payment,  but  we 
must  be  informed  just  when  you  will  start  payments, 
and  how  much  we  may  expect  each  week. 

Give  this  matter  your  immediate  attention. 

Yours  very  truly, 
THE    CREDITOR   COMPANY 
(Signed) 
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AN  appeal  to  a  customer's  sense  of  honor 
and  to  his  self-interest,  containing 
pointed  information  on  the  exchange  of  credit 
information. 
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THE  CREDITOR  COMPANY 

SUPPLY  CITY  ILLINOIS 


September  1,  19 — . 

Mr.  A.  B.  Debtor, 
Business  Center, 
South  Carolina. 

Dear  Mr.  Debtor: 

When  your  account  was  opened  with  us,  we  had 
every  reason  to  believe  that  you  would  pay  it  promptly 
when  it  became  due. 

In  making  the  usual  credit  investigations,  we  dis- 
covered that  all  of  those  with  whom  you  had  done 
business  spoke  very  highly  of  you  in  a  personal  way, 
and  declared  that  you  would  meet  your  obligations  as 
they  fell  due. 

It  is  therefore  difficult  for  us  to  understand  why  it 
is  that  you  have  not  taken  care  of  our  account  amount- 
ing to  $74.13. 

Before  investigating  further  your  manner  of  making 
payment  to  others,  in  which  investigation  we  would, 
of  course,  have  to  state  what  our  experience  has  been 
with  you,  we  want  to  give  you  another  opportunity  to 
pay  your  long  past-due  account  with  us. 

It  would  not  favorably  impress  those  who  have 
recommended  you  so  highly  to  learn  that  our  experi- 
ence has  not  fully  justified  the  unqualified  recommen- 
dations which  they  gave  to  us  of  the  way  in  which 
you  paid  your  bills. 

We  shall  expect  your  check  by  return  mail. 

Yours  very  truly, 

THE    CREDITOR   COMPANY 

(Signed) 
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A  LAST  request  before  placing  the  account 
in  the  hands  of  a  lawyer.  Written  to  an 
old  customer,  its  tone  is  friendlier  than  would 
otherwise  be  the  case. 
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THE  CREDITOR  COMPANY 

SUPPLY  CITY  ILLINOIS 


February  16,  19—. 
The  Debtor  Company, 
Business  Center, 
Ohio. 

Gentlemen : 

Frankly,  we  are  reluctant  to  send  your  account  to 
our  lawyer  for  collection.  You  have  done  business 
with  us  for  a  long  time  and  we  believe  in  your  good 
intention.  After  all,  while  lawyers  do  have  a  way  of 
getting  money  in  the  end,  legal  recourse  is  expensive 
and  often  leads  to  many  unpleasant  consequences.  So 
we  are  going  to  give  you  every  chance  to  avoid  out- 
side collection  of  your  account. 

It  will  be  necessary  for  you  to  do  your  part  though. 
Your  check  for  $50.00  by  the  end  of  the  week  and 
satisfactory  assurances  on  the  balance  of  the  account 
is  what  we  consider  your  part.     It's  your  next  move. 

Yours  very  truly, 
THE    CREDITOR   COMPANY 
(Signed) 


TO  an  old  customer  who  has  enjoyed  an 
excellent  standing  in  the  business  world, 
this  letter  makes  a  very  persuasive  appeal. 
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THE  CREDITOR  COMPANY 

SUPPLY  CITY  ILLINOIS 


July  1,  19—. 

The  Debtor  Company, 
Business  Center, 
New  Hampshire. 

Dear  Mr.  Debtor: 

You  are  justly  proud  of  your  business  standing,  and 
proud  of  the  reputation  you  have  among  your  business 
associates  as  a  man  who  meets  his  just  obligations 
squarely  and  discharges  them  promptly.  Every  deal- 
ing we  have  had  with  you  in  the  past  indicates  that. 

Under  these  circumstances,  we  feel  sure  you  will 
realize  it  is  to  your  best  interests,  as  well  as  to  ours, 
that  you  settle  up  at  once  that  April  account  amount- 
ing to  $40.16,  and  thereby  avoid  compelling  us  to  take 
drastic  action. 

Your  business  reputation  is  entirely  too  good  to  be 
exposed  to  injury  by  continued  neglect  and  careless- 
ness. 

Wrap  a  check  in  this  letter,  put  it  in  the  enclosed 
envelope,  and  start  it  on  its  way  to  us — now.  Thank 
you  I 

Yours  very  truly, 

THE    CREDITOR   COMPANY 

(Signed) 


THIS  letter  was  sent  by  a  large  concern 
to  a  well-rated  lumber  company.  The 
bills  were  payable  on  or  before  the  20th  of  the 
month  following.  The  terms  are  liberal  and 
additional  credit  is  not  granted  when  the  ac- 
count is  not  taken  care  of.  On  one  occasion 
the  lumber  company  had  not  paid  their  ac- 
count for  nearly  thirty  days  after  the  bill  was 
due.  The  letter  on  the  following  page  brought 
a  check  and  an  apology  by  return  mail. 

The  writer  of  the  letter  had  diagnosed  the 
situation  perfectly.  He  knew  that  even  well- 
rated  concerns  do  not  pay  some  of  their  credi- 
tors promptly,  and  that  it  is  then  fairly  com- 
mon practice  for  them  to  place  their  business 
elsewhere.  The  writer  of  the  letter  appealed 
to  the  sense  of  fair  play  that  is  part  of  the 
make-up  of  most  business  men.  Stressing  the 
contractual  obligation  in  a  courteous  and  firm 
way,  he  reminded  the  debtor  at  the  same  time 
that  he  had  not  only  failed  to  live  up  to  his 
obligation,  but  had  penalized  the  creditor  by 
going  elsewhere  for  his  goods. 
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THE  CREDITOR  COMPANY 

SUPPLY  CITY  ILLINOIS 


November  25,  19 — . 
The  Debtor  Company, 
Business  Center, 
Minnesota. 

Gentlemen : 

It  is  necessary  for  us  to  call  your  attention  to  your 
account  for  the  months  of  September  and  October, 
which  is  still  unpaid.  The  September  account,  under 
the  liberal  terms  which  we  are  extending  to  you, 
should  have  been  paid  on  or  before  the  20th  of  Octo- 
ber. 

When  your  account  became  due,  it  was  not  paid, 
and  of  course  it  was  natural  for  you  to  order  your 
supplies  elsewhere.  For  that  reason  we  have  not 
received  any  of  your  patronage  for  thirty  days. 

In  all  fairness,  we  want  to  ask  whether  you  think 
it  is  right  that  the  reward  for  carrying  your  account 
during  the  past  thirty  days  should  be  the  loss  of  your 
business  for  that  length  of  time.  If  we  had  insisted 
on  payment,  would  we  not  still  be  able  to  look  upon 
you  as  an  active  customer? 

We  appeal  to  you  to  send  us  a  check  immediately 
to  cover  your  account,  thereby  re-establishing  sound 
business  relations  and  putting  us  in  a  position  again 
to  receive  your  patronage.  We  are  sure  that  we  will 
hear  from  you  at  once  and  thank  you  in  advance. 

Very  truly  yours, 
THE    CREDITOR   COMPANY 
(Signed) 
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THIS  letter  makes  a  very  strong  appeal 
to  a  customer's  self-interest.  It  shows  in 
an  informative  way  how  credit  information  is 
exchanged  and  how  advantageous  it  is  to  cus- 
tomers to  preserve  their  good  credit  standing. 


m 


THE  CREDITOR  COMPANY 

SUPPLY  CITY  ILLINOIS 


March  16,  19—. 

The  Debtor  Company, 
Business  Center, 
Massachusetts. 

Gentlemen : 

Have  you  ever  had  occasion  to  refer  to  the  various 
business  houses  from  which  you  purchase  your  stock, 
other  firms  with  which  you  desire  to  open  an  account? 
Most  business  men  consider  good  references  as  one  of 
their  biggest  assets,  and  for  this  reason  do  everything 
within  their  power  to  keep  their  credit  good.  What 
could  we  say,  if  inquiry  were  to  be  made  of  us,  as  to 
our  experience  with  you  in  a  financial  way? 

Only  this  morning  we  had  such  an  inquiry  regard- 
ing one  of  our  good  customers  in  Maine,  and  it  was 
a  genuine  pleasure  to  be  able  fo  reply  that  we  had 
sold  the  party  to  the  extent  of  almost  $1,000  at  a  time, 
that  all  bills  had  been  met  promptly,  and  that  no  bills 
were  past  due. 

Why  don't  you  get  your  account  into  the  same 
shape?    It's  like  adding  new  capital  to  your  business. 

Even  though  we  stated  in  our  letter  of  the  14th,  that 
we  would  be  compelled  to  draw  on  you  if  a  settlement 
was  not  in  our  hands  by  the  25th,  we  want  to  give 
you  a  chance  to  look  at  the  matter  from  the  angle 
mentioned  above.  Reputation  is  surely  something  you 
gentlemen  cannot  afford  to  ignore,  and  candidly,  I 
dont  believe  you  have  intentionally  done  so. 

A  stamped  envelope  is  enclosed,  and  I  shall  expect 
to  hear  from  you  by  the  20th,  at  the  very  latest. 

Yours  very  truly, 
THE   CREDITOR   COMPANY 
(Signed) 
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THIS  letter  written  to  an  old  customer  who 
has  fallen  behind,  is  persuasive.     Note 
that  the  exact  year  of  the  account  is  given. 
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THE  CREDITOR  COMPANY 

SUPPLY  CITY  ILLINOIS 


November  8,  19 — . 

Mr.  A.  B.  Debtor, 
Business  Center, 
Wisconsin. 

Dear  Mr.  Debtor: 

I  was  very  much  surprised,  this  morning,  to  have 
your  account  referred  to  me  by  our  Collection  Depart- 
ment, with  the  statement  that  you  are  indebted  to  us 
to  the  amount  of  $216.00,  which  is  all  past  due. 

Of  course  I  immediately  recognized  the  account  as 
that  of  an  old  and  valued  customer.  In  fact,  I  noted 
from  our  records  that  I  have  been  O.  K'ing  your  orders 
from  a  credit  standpoint  since  1914,  and  I  might  add 
that  I  have  always  done  so  without  any  hesitancy. 

The  question  now  comes  up  in  my  mind  as  to  what 
the  trouble  is.  Are  you  withholding  payment  because 
of  some  dissatisfaction,  or  are  you  temporarily  short 
of  funds? 

I  have  given  instructions  to  our  Collection  Depart- 
ment to  hold  this  account  in  abeyance  for  a  period  of 
seven  days,  which  will  give  you  an  opportunity  to 
tell  me,  in  the  enclosed  stamped  envelope,  just  what 
the  answer  is. 

Yours  very  truly, 

THE    CREDITOR   COMPANY 

(Signed) 
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A  LETTER  to  a  new  customer  whose  ac- 
count has  become  past  due.    It  contains 
a  lesson  in  contract  observance. 
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THE  CREDITOR  COMPANY 

SUPPLY  CITY  ILLINOIS 


December  8,  19 — . 

The  Debtor  Company, 
Business  Center, 
Georgia. 

Gentlemen: 

It  is  rather  discouraging  to  observe  that  the  amount, 
$25.89,  under  your  name,  represents  the  first  transac- 
tion we  have  enjoyed  with  your  establishment.  The 
sale  was  made  under  terms  "2  per  cent  ten  days, 
net  30." 

Perhaps  you  have  not  stopped  to  consider  that 
when  one  man  engages  another  to  perform  a  service 
or  deliver  a  commodity,  he  enters  into  a  contract.  If 
business  is  to  be  sound,  that  contract  must  be  held 
sacred  by  both  parties  as  far  as  personal  respon- 
sibility can  go. 

In  view  of  our  having  written  you  previously,  we 
are  most  confident  that  this  letter  will  not  remain 
unanswered,  even  if  for  some  reason  unknown  to  us, 
you  find  it  impossible  to  pay. 

Yours  very  truly, 
THE   CREDITOR   COMPANY 
(Signed) 


03 


A  LETTER  written  to  an  old  customer.  Its 
conversational  tone  gives  it  a  personal 
touch. 
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THE  CREDITOR  COMPANY 

SUPPLY  CITY  ILLINOIS 


December  1,  19 — . 

Mr.  A.  B.  Debtor, 
Business  Center, 
Tennessee. 

Dear  Mr.  Debtor: 

I  am  wondering  just  what  to  say  to  you  to  get  a 
prompt  man-to-man  reply  to  what  we  have  been  writ- 
ing you  about  your  account. 

You  know,  as  well  as  we,  how  long  it  has  been  since 
you  paid  us  anything,  or  even  answered  our  letters. 
Your  present  attitude  is  not  the  one  you  used  to  main- 
tain toward  us  and  we  are  puzzled  to  understand  it. 

You  must  realize  from  your  own  experience  that  the 
fellow  you  feel  it  possible  to  do  the  most  for,  if  he  is 
not  quite  up  to  date  on  his  payments,  is  the  man  who 
pays  what  he  can  and  keeps  you  informed  as  to  what 
he  is  doing  and  hopes  to  do.  It  is  just  the  same  way 
with  us.  We  always  want  to  do  what  we  can  for  our 
customers,  but  we  feel  that  it  is  up  to  them  to  do 
everything  possible  themselves  and  be  frank  with  us. 

I  don't  believe  that  you  have  merely  ignored  our 
previous  letters.  I  think  there  must  be  some  good 
reason  for  their  not  having  been  answered,  but  in  any 
event,  I  am  going  to  expect  a  reply  to  this  letter  which 
will  straighten  things  out  and  put  us  on  the  old  foot- 
ing. 

Very  truly  yours, 

THE    CREDITOR   COMPANY 

(Signed) 


THIS    appeal   to   the   spirit   of   fairness, 
stressing  value  for  value   received,   is 
effective. 
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THE  CREDITOR  COMPANY 

SUPPLY  CITY  ILLINOIS 


September  18,  19—. 

Mr.  A.  B.  Debtor, 
Business  Center, 
Maryland. 

Dear  Mr.  Debtor: 

Thank  you  very  much  for  your  order  of  the  15th.  It 
has  been  approved  and  the  goods  are  being  hurried 
forward  as  requested. 

In  referring  to  your  ledger  account,  we  see  that  it  is 
thirty  days  overdue  to  the  amount  of  $136.00. 

We  are  striving  to  give  you  the  best  goods  on  the 
market  and  the  best  possible  service.  We  are  sure  you 
will  see  the  fairness  of  doing  equally  well  by  us  in  the 
matter  of  settlements.  Will  you,  therefore,  kindly  mail 
us  your  check? 

Very  truly  yours, 

THE  CREDITOR  COMPANY 

(Signed) 
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A  SOMEWHAT  unusual  letter  that  con- 
tains a  lesson  in  business  finance  in  its  re- 
lation to  credit.  The  fact,  however,  that  some 
debtors  might  possibly  conclude  that  such  a 
letter  shows  a  lack  of  financial  strength  of 
the  creditor's  house,  makes  it  a  type  that 
should  be  used  with  caution. 
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THE  CREDITOR  COMPANY 

SUPPLY  CITY  ILLINOIS 


March  16,  19—. 
Mr.  A.  B.  Debtor, 
Business  Center, 
North  Dakota. 

Dear  Mr.  Debtor: 

We  have  $100,000  in  our  business  in  addition  to  our 
stock  and  equipment. 

We  sell  goods  on  thirty  days'  time. 

In  one  month  we  sell  $100,000  worth  of  goods. 

Our  cash  has  been  turned  into  accounts  receivable. 

If  you  take  longer  than  thirty  days  in  which  to  pay, 
we  must  go  to  the  bank  and  borrow. 

Also,  we  must  put  up  security  and  pay  interest. 

We  do  this  for  your  account. 

If  you  cannot  pay  on  the  due  date,  you  should  pay 
interest  and  you  should  give  security  just  as  the  bank 
requires  us  to  do. 

Our  capital  is  not  sufficient  and  our  profit  does  not 
justify  carrying  an  account  on  any  other  terms. 

We  respectfully  request  that  you  let  us  have  a  check 
by  return  mail,  or  a  60-day,  6  per  cent  note  with 
approved  endorser  or  good  collateral. 

Very  truly  yours, 
THE  CREDITOR  COMPANY 
(Signed) 


(I!) 


AVERY  conventionally-worded  letter  that 
is,    however,    concise    and    straightfor- 
ward. 
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THE  CREDITOR  COMPANY 

SUPPLY  CITY  ILLINOIS 


January  8,  19 — . 

Mr.  A.  B.  Debtor, 
Business  Center, 
Kentucky. 

Dear  Mr.  Debtor: 

Your  failure  to  respond  to  our  previous  letters 
makes  it  necessary  to  tell  you  that  your  lack  of  atten- 
tion to  your  past-due  account  is  seriously  affecting 
your  credit  standing. 

The  goods  were  sold  and  delivered  in  good  faith  on 
terms  that  were  understood  and  agreed  upon. 

We  are  at  all  times  desirous  of  assisting  and  co-op- 
erating with  our  customers,  but  if  you  will  not  tell  us 
your  reason  for  withholding  payment,  we  cannot  con- 
sent to  any  further  extension.  Furthermore,  we  shall 
draw  at  sight  on  March  15th,  and  shall  expect  you  to 
protect  our  draft. 

Yours  truly, 

THE  CREDITOR  COMPANY 

(Signed) 


THE  direct  conversational  tone  of  this  let- 
ter gives  it  its  value. 
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THE  CREDITOR  COMPANY 

SUPPLY  CITY  ILLINOIS 


November  6,  19 — >. 

Mr.  A.  B.  Debtor, 
Business  Center, 
Vermont. 

Dear  Mr.  Debtor: 

We  have  no  way  of  knowing,  unless  you  tell  us, 
why  you  are  withholding  payment  of  our  invoices  of 
September   8th— $94.47,    and   September   14th— $71.50. 

We  know  you  must  have  some  good  reason  for  it, 
but  that  neither  pays  the  account,  nor  explains  to  us 
why  we  should  carry  it  any  longer. 

You  cannot  expect  us  to  let  it  drift  along  without 
some  explanation.  It  will  lake  you  only  a  moment  to 
write  us  a  letter  and  put  the  facts  before  us.  We  are 
not  unreasonable,  but  we  have  to  have  some  knowledge 
of  the  situation  to  act  on. 

Why  not  sit  down  right  now  and  write  us  about  it? 

Very  truly  yours, 

THE  CREDITOR  COMPANY 

(Signed) 


T.\ 


A  N  effective  appeal  to  a  customer's  sense 


of  fair  play. 
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THE  CREDITOR  COMPANY 

SUPPLY  CITY  ILLINOIS 


January  2,  19 — . 

Mr.  A.  B.  Debtor, 
Business  Center, 
Mississippi. 

Dear  Mr.  Debtor: 

You  have  plenty  of  bills  of  your  own  to  collect,  and 
you  know  how  good  you  feel  when  a  man  pays  up 
promptly;  how  you  would  like  to  do  him  favors. 

That's  the  way  we  have  always  felt  toward  you,  and 
we  want  you  to  let  us  feel  the  same  way  this  year. 
We  want  you  to  pay  your  overdue  account  now,  before 
it  gets  any  older. 

Won't  you  go  to  your  bookkeeper  and  say, 

"Send  a  check  to  The  Creditor  Company  to-day." 

Thank  you. 


Yours  very  truly, 
THE  CREDITOR  COMPANY 
(Signed) 
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A  LETTER  that  makes  excellent  use  of  the 
seasonal  aspects  of  business. 
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THE  CREDITOR  COMPANY 

SUPPLY  CITY  ILLINOIS 


October  24,  19—. 

The  Debtor  Company, 
Business  Center, 
Alabama. 

Gentlemen : 

We  are  enclosing  a  statement  of  the  past-due 
account  of  $237.43  you  are  owing  us. 

Now  gentlemen,  we  must  be  frank  to  say  that  there 
seems  to  be  no  necessity  for  carrying  accounts  in  your 
section.  Crops  should  be  moving  freely  at  this  time, 
and  cotton  is  bringing  a  splendid  price. 

We  have  been  very  lenient  with  you.  We  are  now 
compelled  to  insist  that  you  arrange  to  pay  this  past- 
due  account  at  once.  We  will  not  go  into  details 
regarding  the  account.  The  enclosed  statement  speaks 
for  itself.  We  are  your  friends;  we  want  to  remain 
your  friends,  and  it  is  our  duty  to  insist  upon  the  pay- 
ment of  this  account  within  the  next  few  days. 

Please  don't  put  us  to  the  unnecessary  expense  and 
trouble  of  sending  someone  to  collect  the  account. 
This  would  be  very  disagreeable  to  you  and  to  us.  We 
shall  look  for  your  immediate  reply. 

Yours  truly, 

THE  CREDITOR  COMPANY 
(Signed) 
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THIS  long  letter  brought  good  results 
with  an  old  customer.  The  customer 
had  visited  the  plant  of.  the  creditor  and  a 
very  personal  relationship  had  thereby  been 
established.  This  personal  relationship  re- 
sulted in  the  careful  reading  of  the  letter. 
The  letter  combines  admirably  courtesy  and 
firmness. 
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THE  CREDITOR  COMPANY, 

SUPPLY  CITY  ILLINOIS 

January  3,  19 — . 
The  Debtor  Company, 
Business  Center, 
Minnesota. 

Gentlemen : 

That  we  are  anxious  to  be  of  real  service  to  you  is 
proved,  we  believe,  by  the  fact  that  we  have  been  suc- 
cessful in  having  your  offer  of  settlement  accepted. 
To  do  this  for  you,  we  have  been  obliged  to  act  as 
your  personal  representatives  and  run  the  gauntlet  of 
our  treasury  officials  in  precisely  the  same  manner  as 
any  letter  of  yours  would  have  to  do.  The  suggestions 
outlined  below  have  grown  out  of  these  discussions 
and  we  sincerely  believe  that  they  may  be  of  genuine 
and  lasting  satisfaction  to  both  of  us. 

Any  one  who  attempts  an  analysis  of  business  con- 
cerns will  quite  soon  discover  that  a  manufacturing 
institution  provides  a  great  handicap  for  itself  "if  it 
tries  to  assume  the  functions  of  the  banker.  Also,  it  is 
easily  seen  that  leniency  in  permitting  customers  *to 
disregard  terms  of  payment  will  very  speedily  throw 
all  the  machinery  of  financing  out  of  gear  and  will  be 
far  from  advantageous  to  the  customers  themselves. 
One  of  the  best  services  that  any  concern  can  extend 
to  its  customers  is  to  insist  on  due  attention  to 
finances. 

During  the  past  two  or  three  years  we  have  tried  to 
extend  the  utmost  in  accommodation  in  order  to  meet 
your  needs,  and  we  feel  that  this  policy  has  been  of 
such  a  helpful  nature  that  further  purchases  should  be 
taken  care  of  strictly  within  our  stated  terms.  May 
we  not,  therefore,  agree  that  the  goods  which  we  are 
to  manufacture  for  you  during  the  days  ahead,  shall 
be  paid  for  without  fail  as  stipulated  by  our  regular 
terms  and  as  understood  at  the  time  of  purchase? 
Only  on  a  basis  of  this  understanding  have  we  been 
able  to  secure  for  you  the  acceptance  of  your  present 
notes.  We  honestly  believe  that  a  financial  policy  of 
this  sort  will  make  for  your  greater  satisfaction  and 
prosperity. 

We  hope  that  general  business  may  be  even  better 
in  19 —  than  you  anticipate  and  that  the  rising  value 
of  wheat  may  have  already  reflected  itself  in  greater 
confidence  among  your  people. 

With  kindest  regards, 

THE  CREDITOR  COMPANY 

(Signed) 
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A  LETTER  that  by  the  neat  phrasing  of  its 
closing  paragraph  makes  an  effective  ap- 
peal to  a  customer's  sense  of  fairness. 
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THE  CREDITOR  COMPANY 

SUPPLY  CITY  ILLINOIS 

October  26,  19—. 

Mr.  A.  B.  Debtor, 
Business  Center, 
Maryland. 

Dear  Mr.  Debtor: 

September  3rd— $45.75. 

We  have  written  you  on  more  than  one  occasion 
regarding  our  account.  The  balance  is  noted  above. 
It  is  considerably  overdue.  We  have  waited  patiently 
on  you  and  cannot  understand  why  you  have  not  paid 
us  by  this  time.  * 

Now  we  request  your  immediate  attention  to  the 
matter  and  we  frankly  ask  that  you  send  a  check  with- 
out further  delay. 

In  making  this  request,  we  feel  that  we  are  asking 
for  nothing  more  than  that  to  which  you  consider  us 
fairly  entitled. 

Yours  truly, 

THE  CREDITOR  COMPANY 

(Signed) 


81 


A  LETTER  to  a  new  customer  who  has 
fallen  behind  in  his  payments.  The  un- 
usual "lay-out"  emphasizes  some  very  pointed 
questions.  The  friendly  close  increases  its 
effectiveness. 
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THE  CREDITOR  COMPANY 

SUPPLY  CITY  ILLINOIS 


February  4,  19 — . 

Mr.  A.  B.  Debtor, 
Business  Center, 
Missouri. 

Dear  Mr.  Debtor: 

You  are  one  of  our  new  customers  and  this  is  our 
first  credit  relation  with  you.  Our  three  statements, 
and  our  letters  of  January  1st  and  10th,  have  as  yet 
been  unanswered.  This  would  indicate  that  some- 
thing is  wrong. 

Did  we  not  come  to  a  satisfactory  credit  under- 
standing? 

Have  we  made  some  mistake  in  the  charge? 

How  do  you  wish  us  to  handle  your  account? 

By  all  means  be  frank  in  telling  us  if  any  mistake 
has  occurred,  for  you  will  find  us  more  than  willing  to 
correct  it. 

Yours  very  truly, 

THE  CREDITOR  COMPANY 

(Signed) 
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A  LETTER  containing  a  good  lesson  in 
credit  interchange. 
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THE  CREDITOR  COMPANY 

SUPPLY  CITY  ILLINOIS 


June  6,  19—. 

The  Debtor  Company, 
Business  Center, 
Washington. 

Gentlemen : 

One  of  the  chief  assets  of  your  business  is  a  clean 
credit  record.  Over  90  per  cent  of  the  country's  busi- 
ness is  transacted  on  an  "I  trust  you"  basis.  The 
dealer  who  forfeits  his  credit  standing  puts  obstacles 
in  the  path  of  his  future  business  progress.  Under 
such  circumstances,  competition  with  his  business 
rivals  becomes  well-nigh  impossible. 

Surely  you  are  too  good  a  business  man  deliberately 
to  sacrifice  your  reputation  for  prompt  payment  of 
your  just  obligations.  It  must  be  your  desire  to  retain 
an  unmarred  credit  standing. 

This  little  difficulty  about  your  past-due  account  can 
be  cleared  satisfactorily,  if  you  will  send  us  at  once 
your  check  for  $26.43. 

Very  truly  yours, 
THE  CREDITOR  COMPANY 
(Signed) 
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N  appeal  to  a  chronically  slow  customer, 
that  stresses  the  value  of  co-operation. 
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THE  CREDITOR  COMPANY 

SUPPLY  CITY  ILLINOIS 


September  1,  19 — . 

Mr.  A.  B.  Debtor, 
Business  Center, 
New  York. 

Dear  Mr.  Debtor: 

Your  account  of  $187.65  is  several  weeks  past  due, 
and  our  flies  show  that  we  have  written  you  repeat- 
edly calling  your  attention  to  the  fact. 

We  are  doing  everything  we  can  to  make  our  prod- 
uct better  and  more  saleable,  and  thus  to  increase  its 
value  and  profit  to  you  and  ourselves. 

In  return,  all  we  expect  from  you  is  prompt  pay- 
ment of  your  bills. 

The  progress  of  our  business  and  the  service  we 
can  render  to  you  depends  to  a  great  extent  upon  the 
co-operation  we  get  from  our  customers.  We  know 
you  will  do  your  part. 

Very  truly  yours, 
THE  CREDITOR  COMPANY 
(Signed) 
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A  LETTER  to  a  large  well-rated  firm  that 
contains  an  appeal  to  business  pride. 


88 


THE  CREDITOR  COMPANY 

SUPPLY  CITY  ILLINOIS 


October  1,  19—. 

The  Debtor  Company, 
Business  Center, 
Connecticut. 

Gentlemen: 

We  wrote  you  and  have  not  yet  heard  from  you. 
We  have  already  allowed  you  30  days — an  accommo- 
dation which  we  are  glad  to  extend  to  you.  However, 
we  do  not  believe  that  a  firm  of  your  standing  will 
delay  payment  any  further  without  a  word  of  expla- 
nation to  us — hence  this  second  reminder. 

We  know  that  you  expect  us  to  be  as  diligent  and 
systematic  in  our  business  methods  as  you  are  in  your 
own.  We  are  sure  that  you  will  let  us  hear  from  you 
at  once. 

Very  truly  yours, 

THE  CREDITOR  COMPANY 

(Signed) 
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HIS  letter  is  helpful  in  getting  the  debtor 
to  understand  the  creditor's  position. 
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THE  CREDITOR  COMPANY 

SUPPLY  CITY  ILLINOIS 


May  6,  19—. 

Mr.  A.  B.  Debtor, 
Business  Center, 
South  Dakota. 

My  dear  Mr.  Debtor: 

You,  as  a  business  man,  have  often  extended  credit, 
expecting  that  your  debtor  would  pay  at  a  certain 
time. 

If  you  did  not  receive  payment  on  the  expected 
date,  you  sent  a  statement.  After  a  week  or  10  days, 
you  mailed  another  statement — and  then  another.  You 
had  full  confidence  in  your  debtor,  or  you  would  not 
have  extended  the  credit.  You  assured  yourself  after 
getting  no  response  to  your  first  statement  by  think- 
ing: "There  are  many  reasons  why  a  man  cannot 
always  pay  promptly."  And  after  the  second  state- 
ment, you  probably  thought:  "It  is  strange  that  I  do 
not  hear  from  Mr.  Jones."  After  no  reply  to  the  third 
statement  you  must  have  thought:  "Mr.  Jones  is  not 
much  concerned  with  this  account,  because,  even  if 
he  cannot  pay,  he  surely  can  explain  conditions." 

To  be  convinced  of  Mr.  Jones's  good  intention,  you 
should  have  then  had  a  check  balancing  his  account, 
or  his  explanation. 

This  is  the  history  of  our  account  with  you,  amount- 
ing to  $69.19.  Will  you  not  convince  us  of  your  good 
intentions? 

Very  truly  yours, 

THE  CREDITOR  COMPANY 

(Signed) 
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AVERY  straightforward  request  that 
brings  out  clearly  one  good  reason  for 
asking  for  a  strict  adherence  to  terms.  The 
second  paragraph  is  particularly  well 
phrased. 
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THE  CREDITOR  COMPANY 

SUPPLY  CITY  ILLINOIS 


April  6,  19—. 

The  Debtor  Company, 
Business  Center, 
Oregon. 

Gentlemen : 

On  March  5th  we  requested  a  remittance  for  your 
January  account  of  $160.40,  which  up  to  this  time  has 
not  reached  us. 

Our  terms  are  cash  in  30  days  from  date  of  ship- 
ment, and  the  price  at  which  we  sold  you  did  not 
include  any  charge  for  interest  on  anticipated  delay 
in  payment. 

Kindly  let  us  have  your  check,  and  accept  our 
thanks  in  advance. 


Yours  very  truly, 
THE  CREDITOR  COMPANY 
(Signed) 
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A  LETTER  that  tells  the  story  of  inter- 
change. 
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THE  CREDITOR  COMPANY 

SUPPLY  CITY  ILLINOIS 


May  23,  19—. 

The  Debtor  Company, 
Business  Center, 
Kansas. 

Gentlemen: 

About  a  year  ago,  you  referred  a  firm  in  Philadel- 
phia to  us,  and  we  were  very  glad  to  tell  this  firm  that 
our  accounts  had  been  paid  promptly. 

To-day,  this  same  firm  informed  us  that  you  had 
not  met  their  account  so  promptly  and  asked  how  you 
stood  on  our  books  at  the  present  time.  We  were 
forced  to  tell  them  that  obligations  were  not  being  met 
as  well  as  formerly.  This  was  not  pleasant  to  do.  We 
never  like  to  give  unfavorable  reports  on  any  of  our 
customers.  Please  don't  make  it  necessary  with  your 
account. 

Please  send  us  a  check  at  once  to  cover  the  amount 
as  shown  on  the  enclosed  statement.  We  want  to  tell 
the  Philadelphia  firm  that  the  account  has  been  paid 
and  that  we  are  sure  your  tardiness  was  due  simply 
to  an  oversight. 

Yours  truly, 

THE  CREDITOR  COMPANY 

(Signed) 
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ONVERSATIONAL  in  tone,  this  letter 
sins,  if  at  all,  in  its  length. 
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THE  CREDITOR  COMPANY 

SUPPLY  CITY  ILLINOIS 


June  6,  19—. 

Mr.  A.  B.  Debtor, 
Business  Center, 
Massachusetts. 

D:ar  Mr.  Debtor: 

You  hate  to  receive  collection  letters,  and  you  may 
rest  assured  we  hate  to  write  them — especially  the 
harsh  kind. 

I  don't  know  how  many  times  we  have  written  you 
about  your  overdue  account,  but  it  hasn't  been  any 
fun  for  us,  and  judging  from  the  fact  that  you  haven't 
answered,  you  haven't  enjoyed  it  either. 

Now,  we  know  you  intend  to  pay  this  bill,  but  for 
the  life  of  us  we  can't  understand  why  you  don't  do 
it!  If  there  is  anything  wrong  with  it,  let  us  know 
and  we'll  fix  it.  If  not,  why  then  the  thing  for  you  to 
do  is  to  come  across  with  a  check. 

You  know,  without  our  having  to  put  it  into  words, 
what  we  will  have  to  do  with  this  account  if  it  is  not 
paid  within  the  next  ten  days.  We  hate  to  do  it,  but 
if  we  do,  it  will  be  because  we  are  crowded  into  it 
and  not  because  we  want  to. 

We  wish  to  continue  our  pleasant  relations  and 
keep  your  account  on  our  books.  Now,  its  up  to  you — 
if  you  feel  the  same  way  about  it,  please  let  us  have 
your  check  by  the  next  mail,  for  it  will  be  more  sat- 
isfactory all  around  for  you  to  deal  directly  with  us 
rather  than  with  a  third  party. 

With  very  best  wishes  and  good  feeling,  we  are, 

Very  truly  yours, 

THE  CREDITOR  COMPANY 

(Signed) 
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A  LETTER  containing  an  effective  plea 
for  a  better  observance  of  terms  of  sale. 
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THE  CREDITOR  COMPANY 

SUPPLY  CITY  ILLINOIS 

April  2,  19—. 

The  Debtor  Company, 
Business  Center, 
Alabama. 

Gentlemen : 

We  thank  you  for  your  recent  check  in  settlement 
of  your  account.  The  orders  we  were  holding  were 
immediately  passed  along  to  our  manufacturing  divi- 
sion, and  will  be  charged  to  you  on  our  regular  terms, 
the  same  as  heretofore. 

There  is  one  subject,  however,  which  we  should 
like  to  discuss,  because  we  believe  that  there  should 
be  a  clearer  understanding  between  us,  and  that  is  the 
subject  of  terms.  You  have,  no  doubt,  tried  to  pay 
your  bills  promptly.  We  have,  however,  experienced 
considerable  difficulty  in  the  past,  as  you  well  know, 
for  you  took  considerable  extra  time  on  the  account 
which  you  have  just  paid. 

It  is,  most  assuredly,  our  desire  to  sell  you  our 
goods,  but  we  want  to  sell  them  on  a  more  satisfac- 
tory basis.  We  are  speaking  frankly  for  we  are  sure 
that  you  will  accept  what  we  have  to  say  in  friendly 
spirit.  We  have  never  refused  to  help  a  good  cus- 
tomer over  a  period  of  stress,  but  when  slow  pay- 
ments continue  year  after  year,  the  condition  becomes 
a  chronic  one,  and  banking  and  not  credit  accommo- 
dation is  what  is  needed. 

You  will  agree  that  we  have  been  fair  to  you,  and 
we  are  going  to  ask  you  if  you  will  give  us  your  word 
that  subsequent  bills  will  be  paid  promptly  in  accord- 
ance with  our  terms  of  sale.  If  you  will  kindly  give 
this  request  your  consideration,  and  write  us  at  your 
earliest  opportunity,  it  will  be  a  step  in  the  right 
direction  and  will,  we  feel  sure,  bring  about  an  under- 
standing which  will  operate  to  our  mutual  satisfac- 
tion and  benefit. 

Very  truly  yours, 

THE  CREDITOR  COMPANY 

(Signed) 
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A  LETTER  to  a  customer  who  has  failed 
to  keep  his  promise  to  pay. 
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THE  CREDITOR  COMPANY 

SUPPLY  CITY  ILLINOIS 


March  10,  19—. 
Mr.  A.  B.  Debtor, 
Business  Center, 
Ohio. 

Dear  Mr.  Debtor: 

There  has  been  no  change  in  your  account,  not- 
withstanding your  promise  of  February  15th  to  pay 
before  the  end  of  the  month. 

We  realize  that  it  is  not  always  possible  to  deter- 
mine accurately  the  condition  of  one's  finances  sev- 
eral weeks  in  advance,  but  do  you  think  it  is  treating 
us  just  right  to  let  a  promise  go  by  without  even  a  par- 
tial payment? 

We  want  to  feel  that  this"  reminder  will  serve  its 
purpose  and  shall  look  for  your  check  by  return  mail. 
We  cannot  consistently  carry  the  account  more  than 
ten  days  longer. 

Very  truly  yours, 

THE  CREDITOR  COMPANY 

(Signed) 
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A  LETTER  which  asks  for  co-operation 
and  brings  clearly  to  the  debtor's  atten- 
tion the  only  alternative  to  co-operation. 
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THE  CREDITOR  COMPANY 

SUPPLY  CITY  ILLINOIS 


March  16,  19—. 
Mr.  A.  B.  Debtor, 
Business  Center, 
West  Virginia. 

Dear  Mr.  Debtor: 

It  is  with  the  keenest  disappointment  that  we  find 
all  our  communications  are  being  entirely  ignored. 

We  have  tried  to  show  you  in  our  letters  that  we 
want  to  co-operate  with  you  and  give  you  every  con- 
sideration possible.  We  are  asking  you  for  that  same 
kind  of  consideration.  You  must  appreciate  the  fact 
that  co-operation  is  "two-sided,"  which  makes  not 
only  our  duty  to  you  obvious  but  makes  your  duty  to 
us  equally  so. 

Now  it  seems  to  us  that  there  are  just  two  roads 
ahead  of  us  in  handling  this  transaction.  One,  the 
employment  of  legal  assistance,  is  a  most  unsatisfac- 
tory one  to  us,  but  even  more  so  to  you.  You  know 
that  a  merchant  ought  not  to  permit  a  creditor  to 
place  a  claim  with  outside  parties;  it  causes  a  great 
deal  of  inconvenience  and  embarrassment  to  both 
creditor  and  debtor.  We  are  therefore  urging  you  not 
to  make  this  step  necessary. 

The  other  road  is  simply  for  you  to  put  your  cards 
on  the  table,  face  up,  and  let  us  look  at  them  together; 
then  we  both  can  decide  what  is  best  to  be  done. 

Road  1.     Outside  assistance. 

Road  2.  Frank  disclosure  of  your  condition,  with 
friendly  planning  as  how  best  to  meet  it. 

Let's  get  together. 

Yours  very  truly, 

THE  CREDITOR  COMPANY 

(Signed) 
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A  LETTER  containing  an  effective  lesson 
in  terms  of  sale. 
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THE  CREDITOR  COMPANY 

SUPPLY  CITY  ILLINOIS 


June  15,  19—. 

The  Debtor  Company, 
Business  Center, 
Michigan. 

Gentlemen : 

With  reference  to  your  account  of  $127.1 6^ 

It  seems  to  us  that  we  have  covered  the  matter  pretty 
thoroughly  in  our  previous  letters.  We  have  tried  to 
indicate  that  we  want  to  be  courteous  and  fair  with 
you,  and  that  we  are  depending  upon  you  to  take  the 
same  position  with  us.  We  also  feel,  because  you  owe 
us  this  amount,  that  you  ought  at  least  to  be  willing  to 
tell  us  what  your  plans  are  regarding  its  payment. 

We  do  not  wish  you  to  compel  us  to  take  any  action 
which  might  embarrass  you,  but  you  certainly  cannot 
expect  us  to  let  this  matter  run  on  indefinitely. 

Yours  very  truly, 

THE  CREDITOR  COMPANY 

(Signed) 
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AN  appeal  to  the  debtor  for  a  better  ob- 
servance of  terms.    The  letter  is  an  ex- 
ample of  courteous  letter  writing. 
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THE  CREDITOR  COMPANY 

SUPPLY  CITY  ILLINOIS 


January  16,  19 — . 
Mr.  A.  B.  Debtor, 
Business  Center, 
New  York. 

Dear  Mr.  Debtor: 

We  have  been  favored  with  a  good  portion  of  your 
business  for  some  time  past  and  because  we  do  not 
want  anything  to  interfere  with  our  pleasant  rela- 
tions, we  are  taking  up  with  you  at  this  time  the  slow- 
ness with  which  your  account  is  handled.  Our  object 
is  to  make  arrangements  with  you  whereby  the 
account  will  be  paid  in  the  future  promptly  in  thirty 
days,  according  to  our  terms,  thus  preventing  the  pos- 
sibility of  any  misunderstanding. 

We  have  a  large  number  of  accounts  on  our  books 
and  it  is  necessary  for  us  to  treat  all  of  our  customers 
alike.  You  understand  this,  we  feel  sure,  and  as  long 
as  our  terms  remain  thirty  days,  we  must  insist  upon 
all  accounts  being  paid  within  that  period.  When  a 
customer,  for  any  reason,  fails  to  observe  these  terms, 
it  becomes  necessary  to  put  the  account  on  a  C.  O.  D. 
basis. 

We  feel  confident  that  your  slowness  has  been 
caused  through  negligence  rather  than  through  any 
financial  embarrassment  and  want  to  request  most 
respectfully  of  you  that  you  arrange  hereafter  to  pay 
your  account  with  us  in  thirty  days.  We  would 
appreciate  a  line  from  you  to  the  effect  that  this  can 
be  done. 

Very  truly  yours, 

THE  CREDITOR  COMPANY 

(Signed) 
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A  LETTER  emphasizing  the  mutuality  of 
a  contract. 
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THE  CREDITOR  COMPANY 

SUPPLY  CITY  ILLINOIS 


July  3,  19—. 

The  Debtor  Company, 
Business  Center, 
New  York. 

Gentlemen : 

Your  account  of  $165.14  is  more  than  a  month  past 
due. 

We  consider  the  terms  of  payment  just  as  impor- 
tant and  binding  as  the  price,  delivery,  or  any  other 
conditions  in  the  contract,  and  believe  that  they 
should  be  adhered  to  with  the  same  integrity. 

We  are  certain  that  you  would  object  should  we  be 
three  or  four  weeks  late  in  making  shipment,  and  by 
the  same  token  we  feel  justified  in  complaining  when 
you  withhold  our  money  for  that  length  of  time. 

WTon't  you  therefore  please  send  us  a  check  imme- 
diately in  payment  of  your  account? 

Very  truly  yours, 
THE  CREDITOR  COMPANY 
(Signed) 
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IV.  LETTERS  THAT  COMBINE  COLLECTIONS 
AND  SALES 
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THIS,  the  first  letter  after  the  statement, 
is  brief  and  to  the  point.  It  assumes  that 
the  customer  will  continue  in  the  good-cus- 
tomer class,  and  closes  quite  inoffensively  in  a 
sales  tone. 
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THE  CREDITOR  COMPANY 

SUPPLY  CITY  ILLINOIS 


November  1,  19 — . 

Mr.  A.  B.  Debtor, 
Business  Center, 
North  Carolina. 

Dear  Mr.  Debtor: 

Doubtless  you  have  our  statement  of  your  account, 
amounting  to  $40.16,  which  we  sent  to  you  on  the  first 
of  last  month. 

Unless  there  is  an  adjustment  pending,  we  shall 
hope  to  hear  from  you  favorably  and  promptly  regard- 
ing the  amount  due. 

When  sending  us  your  check  please  remember  that 
we  shall  be  glad  to  take  care  of  your  future  require- 
ments in  our  line. 

Creditor  Quality  makes  contented  customers. 

Very  truly  yours, 

THE  CREDITOR  COMPANY 

(Signed) 

P.S.  Use  enclosed  card  for  your  weekly  fill-in- 
orders. 
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LETTING  your  customer  in  on  your  credit 
habit  of  mind  is  frequently  a  worth- 
while lesson  in  the  necessity  of  maintaining  a 
good  credit  standing.  Note  also  the  sales  tone 
in  the  closing  sentence. 
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THE  CREDITOR  COMPANY 

SUPPLY  CITY  ILLINOIS 


October  26,  19—. 

Mr.  A.  B.  Debtor, 
Business  Center, 
Maryland. 

Dear  Mr.  Debtor: 

August   15th— $50.00. 

When  a  customer  keeps  his  account  with  a  firm  paid 
up,  he  feels  a  certain  satisfaction  in  dealing  with  that 
concern,  for  he  knows  that  he  is  in  good  credit  stand- 
ing and  that  his  orders  are  always  welcome.  If  he 
allows  his  account  to  lag,  there  is  always  the  tempta- 
tion to  deal  elsewhere. 

It's  not  only  because  we  want  to  see  this  bill  paid 
that  we  ask  you  to  send  a  check  today.  It's  because 
we  want  to  do  more  business  with  you,  and  we're 
afraid  the  over-due  account  is  keeping  you  away. 

You  surely  must  be  needing  some  of  our  goods  by 
this  time.  Let  us  have  your  check  in  the  enclosed, 
addressed  envelope  and  a  nice  order  with  it. 

Yours  truly, 

THE  CREDITOR  COMPANY 
(Signed) 
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A  CREDIT  man  is  interested  in  future 
business  as  well  as  in  the  collection  of 
past-due  accounts.  Why  not  kill  two  birds 
with  one  stone?    This  credit  man  does. 
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THE  CREDITOR  COMPANY 

SUPPLY  CITY  ILLINOIS 


October  26,  19—. 


Mr.  A.  B.  Debtor, 
Business  Center, 
Connecticut. 

Dear  Mr.  Debtor: 

August  15th— $50.00. 

The  check  you  were  to  send  us  in  payment  of  the 
above  bill  has  not  been  received.  If  you  have  over- 
looked or  neglected  it,  won't  you  kindly  see  that  it 
goes  out  in  the  next  mail? 

Send  us  an  order  at  the  same  time;  it's  always  a 
pleasure  to  see  new  bills  taking  the  place  of  old  ones. 

Very  truly, 

THE  CREDITOR  COMPANY 

(Signed) 
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COMBINATION  sales  and  collection 
letter. 
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THE  CREDITOR  COMPANY 

SUPPLY  CITY  NEW  YORK 


November  24,  19 — * 

The  Debtor  Company, 
Business  Center, 
Texas. 

Gentlemen : 

Prepare  now  for  the  big  holiday  trade!! 

Our  new  line  is  now  ready  for  your  inspection  and 
selection.  It  is  exceptionally  strong  and  includes  com- 
plete assortments  of  Broadcloths,  Silk  Fibres,  Shad- 
owynes,  Poplins,  Imported  Madras,  and  numerous 
novelty  cloths. 

All  of  our  shirts  are  cut  very  full  and  made  with 
great  skill  and  care. 

We  will  pack  any  number  per  dozen  or  over  in 
individual  Christmas  gift  boxes  at  no  additional  cost 
to  you. 

Delivery  December  1st  to  10th. 

Mail  us  your  order  now!!  (Samples  submitted,  if 
desired.) 

Very  truly  yours, 

THE  CREDITOR  COMPANY 

(Signed) 

P.  S.  By  the  way — we  notice  that  your  account 
which  is  past  due  is  still  open.  You  must  have  over- 
looked it.  Won't  you  please,  therefore,  let  us  have 
your  check  by  return  mail?     Thanks. 
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AN    effective    combination    of    sales    and 
credit  psychology.     A   variant   of   the 
letter  on  page  115. 
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THE  CREDITOR  COMPANY 

SUPPLY  CITY  ILLINOIS 


October  26,  19—. 

Mr.  A.  B.  Debtor, 
Business  Center, 
Virginia. 

Dear  Mr.  Debtor: 

August  15th— $50.00. 

It's  not  only  because  we  want  to  see  this  bill  paid 
that  we  ask  you  to  send  a  check  to-day.  It's  because 
we  want  to  do  more  business  with  you,  and  we're 
afraid  the  over-due  account  is  keeping  you  away. 

You  surely  must  be  needing  some  of  our  goods  by 
this  time.  Let  us  have  your  check  in  the  enclosed, 
addressed  envelope  and  a  nice  order  with  it. 

Yours  truly, 

THE  CREDITOR  COMPANY 
(Signed) 
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A  LETTER  that  combines  effectively  sales 
and  collections. 


122 


THE  CREDITOR  COMPANY 

SUPPLY  CITY  ILLINOIS 


April  3,  19—. 

Mr.  A.  B.  Debtor, 
Business  Center, 
Wyoming. 

Dear  Mr.  Debtor: 

Your  account  to-day  shows  an  unpaid  balance  of 
$30.16. 

Perhaps  you  had  not  noticed  its  maturity,  but  now 
that  you  recall  it,  we  know  you  will  act  promptly. 

Cut  silks  are  coming  back  strong  and  the  new  pat- 
terns and  shades  are  the  finest  we  have  had  for  years. 
If  you  can  use  some  with  which  to  brighten  up,  just 
indicate  your  wants  on  the  enclosed  order  blank  and 
return  it  with  your  check.    Both  will  be  appreciated. 

Yours  very  truly, 
THE  CREDITOR  COMPANY 
(Signed) 
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FOR  a  credit  man  to  show  gratitude  for 
business  received  is  frequently  helpful, 
if  it  is  shown  as  it  is  in  this  letter.  What  he 
must  avoid  is  an  appearance  of  insincerity. 
This  letter,  however,  combines  a  word  of 
thanks  for  past  business  and  a  request  for  pay- 
ment in  a  way  that  can  hardly  offend. 
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THE  CREDITOR  COMPANY 

SUPPLY  CITY  ILLINOIS 


May  3,  19—. 
Mr.  A.  B.  Debtor, 
Business  Center, 
New  York. 

My  dear  Mr.  Debtor: 

During  March  we  had  the  pleasure  of  shipping  you 
goods  to  the  amount  of  $350.  For  this  share  of  your 
business  we  wish  to  thank  you.  We  very  much  appre- 
ciate the  good  will  toward  us  which  enabled  you  to 
favor  us  in  this  way. 

Your  bookkeeper  possibly  has  not  noticed  the  way 
time  has  slipped  by,  payment  of  your  March  bill  now 
being  more  than  due. 

Can  you  not  send  us  a  check? 

Thank  you. 

Very   respectfully, 

THE  CREDITOR  COMPANY 

(Signed) 
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V.  LETTERS  ON  EXTENSIONS 
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THIS  letter,  granting  an  extension,  does 
so  whole-heartedly,  and  therefore  at- 
taches the  customer  to  the  seller.  It  has  a 
human,  personal,  "folksy"  tone  that  appeals 
to  debtors  who  get  a  good  many  of  the  other 
kind  of  letter. 
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THE  CREDITOR  COMPANY 

SUPPLY  CITY  ILLINOIS 


February  3,  19—. 

The  Debtor  Store, 
Business  Center, 
Illinois. 

Gentlemen: 

The  writer  wants  to  thank  you  personally  for  your 
very  frank  letter  of  January  25th.  Everybody  is  up 
against  it  at  one  time  or  another.  We  have  been  our- 
selves. And  that  is  just  exactly  why  we  are  going  to 
help  you. 

Don't  worry  about  that  account  with  us,  even  if  it 
is  past  due.  Forget  it  for  ninety  days.  We  are  going 
to  ask  you  to  sign  a  note  covering  that  period.  By 
that  time,  things  will  undoubtedly  look  better. 

We  wouldn't  do  a  favor  like  this  for  everyone,  but 
we  know  that  you  are  all  right.  We  want  you  to 
build  up  a  good  business,  and  we  are  going  to  help 
you. 

It  is  a  pleasure  to  have  people  know  that  we  sell 
service  as  well  as  "Best  Quality"  merchandise. 

So  just  sign  the  note  and  return  it  to  us  promptly. 

Very  cordially  yours, 

THE  CREDITOR  COMPANY 

(Signed) 
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THIS  letter  was  written  by  a  Chicago  mer- 
chant to  a  retailer  in  Minnesota  during 
a  period  of  agricultural  depression.  The 
writer  of  the  letter  knew  that  the  debtor  was 
temporarily  embarrassed  owing  to  low  prices 
for  farm  products.  Firmly  but  courteously 
he  proceeded  to  get  the  account  on  a  business- 
like basis  by  making  the  type  of  adjustment 
that  the  situation  called  for.  The  tone  of  the 
letter  is  friendly,  human,  even  "folksy,"  and 
of  course  was  effective. 
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THE  CREDITOR  COMPANY 

SUPPLY  CITY  ILLINOIS 


August  4,  19 — . 

Mr.  A.  B.  Debtor, 
Business  Center, 
Minnesota. 

Dear  Mr.  Debtor: 

You  may  rest  assured,  Mr.  Debtor,  that  if  you  do 
the  right  thing  by  us,  we  are  not  going  to  embarrass 
you.  Yes,  it  has  been  a  hard  winter  but  we  feel  just  as 
you  do,  that  when  the  crops  this  year  pull  through  to 
a  time  of  safety,  the  old-time  Minnesota  prosperity  will 
return. 

Would  you  like  to  give  us  your  note  for  what  you 
owe  us,  payable  in  sixty  or  ninety  days?  Perhaps  you 
would  like  to  have  the  amount  you  owe  covered  by 
two  notes,  one-half  payable  in  sixty  days,  and  the 
other  half  in  ninety  days. 

This  will  meet  with  your  approval,  we  know,  and  we 
send  you  the  notes  to  sign. 


Very  truly  yours, 
THE  CREDITOR  COMPANY 
(Signed) 
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A  LETTER  refusing  to  grant  an  extension. 
Frank  and  courteous. 
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THE  CREDITOR  COMPANY 

SUPPLY  CITY  ILLINOIS 

Nov.  14,  19—. 

The  A.  B.  Debtor  Company, 
Business  Center, 
New  York. 

Gentlemen : 

We  have  your  November  10th  letter  enclosing  check 
for  $690.00  to  pay  our  invoice  of  October  1st.  Please 
accept  our  thanks. 

According  to  our  records  we  have  you  charged  with 
the  following  unpaid  items: 

Oct.  15 $460.00 

Oct.   31 460.00 

Total   $920.00 

The  first  of  the  above  bills  matures  to-morrow  and 
the  other  on  December  1st. 

You  ask  that  we  grant  an  additional  30  days  time  on 
the  account  which  is  due,  and  we  assume  from  this 
that  you  refer  to  the  bill  of  October  15th.  We  are 
embarrassed  by  your  request,  for  if  we  decline,  we  risk 
being  thought  unappreciative  of  the  business  with 
which  you  have  favored  us,  and  if  we  acquiesce,  it  is 
discriminating  against  others  of  our  customers  whom 
we  require  to  pay  in  thirty  days. 

In  our  opinion,  such  extensions  are  in  reality  loans 
and  we  do  not  think  we  should  be  called  upon  to  usurp 
the  function  of  the  bank  in  this  particular.  In  addi- 
tion to  this,  the  nature  of  our  business  is  such  that 
close  collections  are  an  absolute  necessity  and  espe- 
cially at  this  time  when  the  cost  of  raw  material  has 
advanced  in  such  an  abnormal  degree. 

We  feel  confident  that  you  will  understand  the  spirit 
in  which  this  letter  is  written  and  withdraw  your 
request. 

Very  truly, 

THE  CREDITOR  COMPANY 

(Signed) 
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THIS  letter,  written  during  the  agricul- 
tural depression,  shows  a  real  sympathy 
with  the  customer.  The  creditor  also  stresses 
very  effectively  the  fact  that  their  situations 
are  similar,  which  increases  the  effectiveness 
of  the  appeal. 
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THE  CREDITOR  COMPANY 

SUPPLY  CITY  ILLINOIS 


May  26,  19—. 

Mr.  A.  B.  Debtor, 
Business  Center, 
Illinois. 

Dear  Mr.  Debtor: 

We  are  glad  to  note  in  your  letter  of  May  22nd,  your 
intention  of  paying  as  soon  as  possible  our  bill  of  April 
10th  amounting  to  $86.43.  We  realize,  of  course,  that 
the  farmers  are  having  a  difficult  time.  You  must 
know,  however,  that  we  ourselves  find  it  hard  sledding, 
as  a  large  share  of  our  merchandise  goes  to  the  farmer. 

Now,  we  try  to  make  it  easy  for  everyone,  but  we 
have  to  ask  our  friends  to  pull  with  us — not  against 
us.  For  this  reason,  we  are  enclosing  a  note  for  the 
amount  due.  This  note  is  dated  June  1st  and  is  due 
August  1st — in  other  words,  in  two  months. 

Just  please  sign  the  note  and  return  it  to  us. 

Yours  very  truly, 

THE  CREDITOR  COMPANY 

(Signed) 
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VI.  MISCELLANEOUS  LETTERS 
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A 


CASE  of   plain  speaking,  where   plain 
speaking  is  demanded. 
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THE  CREDITOR  COMPANY 

SUPPLY  CITY  ILLINOIS 


September  5,  19 — . 

Mr.  A.  B.  Debtor, 
Business  Center, 
Rhode  Island. 

Dear  Mr.  Debtor: 

We  have  just  been  informed  that  you  refused  to 
honor  our  draft  for  $250.00. 

Are  we  to  assume  from  this  action  that  you  do  not 
propose  to  keep  faith  with  us? 

Your  direct  refusal  to  take  up  our  draft,  especially 
in  view  of  the  fact  that  we  have  had  no  explanation 
from  you,  would  indicate  that  immediate  steps  should 
be  taken  to  protect  our  interests.  These  we  shall  take 
unless  a  remittance  is  received  within  exactly  six  days 
from  this  date. 

Your  check,  with  a  full  explanation,  should  be  sent 
without  delay,  as  the  consideration  we  have  afforded 
you  warrants  no  further  leniency  in  the  face  of  such 
a  report  as  that  just  received. 

Yours  very  truly, 
THE  CREDITOR  COMPANY 
(Signed) 
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HIS    reminder   of    a    promise   made   is 
effective. 
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THE  CREDITOR  COMPANY 

SUPPLY  CITY  ILLINOIS 


May  17,  19—. 

Mr.  A.  B.  Debtor, 
Business  Center, 
Montana. 

Dear  Mr.  Debtor: 

This  is  Wednesday  the  17th. 

You  will  remember  that  you  promised  us  a  check 
for  $500.00  to-day.  We  expect  it  and  have  made  our 
plans  accordingly. 

Perhaps  it  will  come  in  the  morning,  but  if  it  is  not 
yet  on  the  way,  please  hurry  it  along. 

With  kind  regards,  we  remain, 

Very  cordially  yours, 

THE  CREDITOR  COMPANY 

(Signed) 
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A 


LETTER  for  an  installment  account. 
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THE  CREDITOR  COMPANY 

SUPPLY  CITY  ILLINOIS 


June  4,  19 — . 

Mr.  A.  B.  Debtor, 
Business  Center, 
Iowa. 

Dear  Mr.  Debtor: 

On  May  23rd  our  Collection  Department  sent  notices 
to  you  regarding  payment. 

Our  record  shows  you  have  made  the  initial  pay- 
ment only  and  no  reply  to  these  notices  has  been 
received.  Please  remember  that  our  "easy  payment 
plan"  is  very  convenient,  provided  you  keep  your 
account  paid  up  to  date  and  meet  each  monthly  install- 
ment as  it  comes  due.  Naturally,  if  your  payments 
get  behind,  it  is  hard  to  make  them  up. 

Your  account  is  now  over-due  and  we  shall  expect 
your  remittance  by  return  mail. 

Earnestly  requesting  your  co-operation  in  the  mat- 
ter of  prompt  monthly  payments,  we  remain, 

Yours  very  truly, 
THE  CREDITOR  COMPANY 
(Signed) 
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A 


N    "oversight"    letter    that    is    a    little 
different. 
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THE  CREDITOR  COMPANY 

SUPPLY  CITY  ILLINOIS 


July  7,  19—. 

Mr.  A.  B.  Debtor, 
Business  Center, 
Arkansas. 

Dear  Mr.  Debtor: 

You  surely  must  have  overlooked  your  account  with 
us — either  that,  or  our  several  letters  and  statements 
about  it  didn't  reach  the  proper  person  in  your  organi- 
zation.    Hence  this  reminder. 

Why  not  just  pin  your  check  to  this  letter,  enclose 
it  in  the  attached  return  envelope,  and  drop  it  in  the 
nearest  mail  box? 

That's  a  pretty  good  idea,  don't  you  think  so? 

Very  cordially  yours, 

THE    CREDITOR   COMPANY 

(Signed) 
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A  THANK- YOU  letter  that  collects  future 
accounts  and  deserves,  therefore,  inclu- 
sion in  a  book  on  collection  letters. 
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THE  CREDITOR  COMPANY 

SUPPLY  CITY  '    ILLINOIS 


July  8,  19—. 

Mr.  A.  B.  Debtor, 
Business  Center, 
Florida. 

Dear  Mr.  Debtor: 

Your  check  for  $70.14,  covering  purchases  for  the 
month  of  June,  came  in  promptly  as  usual. 

You  may  rest  assured  that  your  promptness  and  the 
cordial  relationship  we  have  had  ever  since  we  have 
done  business  together  is  one  of  the  pleasant  things 
that  has  made  our  work  so  satisfying. 

I  want  you  to  know  that  we  sincerely  appreciate  it. 

Cordially  yours, 

THE  CREDITOR  COMPANY 

(Signed) 
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A  LETTER  that  verges  on  the  "stunt" 
kind.  Its  easy  conversational  tone  at- 
tracts the  reader.  The  neat  turn  in  the  closing 
paragraph  increases  its  value. 
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THE  CREDITOR  COMPANY 

SUPPLY  CITY  ILLINOIS 


July  3,  19—. 

Mr.  A.  B.  Debtor, 
Business  Center, 
New  York. 

My  dear  Mr.  Debtor: 

Do  you  know,  Mr.  Debtor,  this  is  the  third  reminder 
we've  sent  of  the  $78.00  owing  to  May  1st?  The  May 
bills  are  due,  too,  by  the  way. 

It's  just  about  as  easy  to  pin  a  check  to  this  and  mail 
it  in  as  to  lay  it  aside  to  answer  later,  so  why  not  send 
the  check? 

By  saying  "Thank  you"  now,  we  are  not  taking  too 
much  for  granted,  are  we? 


Very  respectfully, 
THE  CREDITOR  COMPANY 
(Signed) 


1  I!) 


THIS  letter  makes  a  sincere,  legitimate  use 
of  the  holiday  season.  Every  business 
man  is  impressed  by  the  force  of  the  second 
paragraph,  and  the  use  of  the  season's  greet- 
ings constitutes  an  effective  close.  Had  the 
season's  greetings  been  placed  at  the  beginning 
of  the  letter,  the  effect  on  the  debtor  might 
have  been  unfavorable, ,  for  he  might  have 
interpreted  it  as  a  soft-pedaling  request  for 
payment.  The  writer  of  this  letter,  however, 
makes  the  request  in  a  straightforward  way 
and  closes  his  communication  with  the  sea- 
son's greetings. 
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THE  CREDITOR  COMPANY 

SUPPLY  CITY  ILLINOIS 


December  21,  19—. 

Mr.  A.  B.  Debtor, 
Business  Center, 
New  York. 

My  dear  Mr.  Debtor : 

May  we  make  a  straight-forward  request  for  a  set- 
tlement of  your  October  bills  before  the  end  of  Decem- 
ber?   The  amount  is  $127.00. 

Our  business  year  ends  on  the  31st  of  the  month,  and 
we  are  naturally  anxious  to  have  the  overdue  portion 
of  your  account  balanced  by  then. 

Should  there  be  a  reason  for  delaying  settlement, 
you  will  write  us,  won't  you? 

Whether  able  to  send  us  a  check  or  not,  you  have 
our  heartiest  thanks  for  this  year's  business  and  also 
sincere  wishes  for  Christmas  happiness  and  a  New 
Year  of  prosperity. 

Very  respectfully, 

THE  CREDITOR  COMPANY 

(Signed) 
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THIS  letter  attracts  attention  because  of 
its  unusual  layout  and  also  because  of 
the  straightforwardness  of  its  appeal. 
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THE  CREDITOR  COMPANY 

SUPPLY  CITY  ILLINOIS 


September  21,  19—. 


Mr.  A.  B.  Debtor, 
Business  Center, 
New  York. 


My  dear  Mr.  Debtor: 

Will  you  please  answer  this  letter — 

1.  Because  it  is  a  request  for  an  overdue  account. 

2.  Because  it  is  the  third  request. 

3.  Because  business  courtesy  will  prompt  you  to  do  so. 

For  convenience,  answer  below  and  use  the  enclosed 
envelope,  please. 

Very  respectfully, 

THE  CREDITOR  COMPANY 

(Signed) 


I  am  enclosing  check  for  $ 

I  will  settle  on 

I  have  not  paid  the  account  because 

Yours  truly, 
Signed   
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A   CONVERSATIONAL  appeal  for  pay- 


ment, that  is  effective. 
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THE  CREDITOR  COMPANY 

SUPPLY  CITY  ILLINOIS 


October  3,  19—. 

Mr.  A.  B.  Debtor, 
Business  Center, 
New  York. 

My  dear  Mr.  Debtor: 

If  I  happened  to  walk  into  your  office  to-day  and 
asked,  "How  are  collections?",  you'd  probably  tell  me 
and  wind  up  by  giving  me  a  check. 

Why  not  mail  it— $46.15,  for  August? 
Very  respectfully, 
THE  CREDITOR  COMPANY 
(Signed) 
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PART  II 
RETAIL  COLLECTION  LETTERS 
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I.  LETTERS  STRESSING  TERMS 


159 


A  LETTER  to  a  customer  who  has  made  a 
partial  payment  on  account.  By  a  clear 
restatement  of  terms  it  stresses  the  value  of 
maintaining  a  good  credit  standing,  and  asks 
for  payment  of  the  account  ten  days  from  the 
date  of  the  letter. 
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THE  CREDITOR  COMPANY 

MERCHANT  CITY  NEW  JERSEY 


December  10,  19 — . 

Mr.  A.  B.  Debtor, 

Homeland, 
New  Jersey. 

Dear  Sir: 

We  thank  you  for  your  recent  payment  of  $10.00. 
This  leaves  a  balance,  however,  of  $15.00  on  the  ac- 
count, a  portion  of  which  dates  back  to  June. 

We  cannot  urge  upon  you  too  strongly  the  necessity 
for  meeting  your*  obligations  according  to  terms,  and 
thus  maintaining  your  credit  standing. 

All  retail  houses  require  payment  in  full  each  month. 
These  are  our  terms  and  it  is  only  upon  these  terms 
that  we  can  grant  a  further  extension  of  credit. 

We  hope  that  you  will  be  able  to  forward  us  your 
check  covering  the  balance  of  your  account  by  De- 
cember 20th  (10  days  from  date  of  letter). 

Very  truly  yours, 
THE  CREDITOR  COMPANY 
(Signed) 
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A  CONVENTIONAL  letter  that  merely 
states  the  case  and  closes  with  the  re- 
quest that  the  bill  be  paid  within  a  week. 
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THE  CREDITOR  COMPANY 

MERCHANT  CITY  NEW  JERSEY 


October  3,  19—. 

Mr.  A.  B.  Debtor, 
Homeland, 
New  Jersey. 

Dear  Sir: 

On  going  over  our  records,  we  find  that  your  account, 
amounting  to  $8.95,  dating  from  June  1st,  is  still  unpaid 
and  has,  accordingly,  run  several  months  beyond  our 
usual  limit  of  time.  We  trust  that,  in  view  of  this,  you 
can  arrange  to  send  us  a  check  in  settlement  within  a 
week. 

Yours  respectfully, 

THE  CREDITOR  COMPANY 

(Signed) 
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A  LETTER  that  stresses  the  necessity  of 
maintaining  terms  of  payment. 
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THE  CREDITOR  COMPANY 

MERCHANT  CITY  NEW  JERSEY 


August  27,  19—. 

Mr.  A.  B.  Debtor, 
Homeland, 
New  Jersey. 

Dear  Sir: 

Permit  me  to  thank  you  for  your  assurance  that  our 
account  amounting  to  $20.19  will  have  attention. 

In  opening  your  account,  did  you  not  understand 
that  our  terms  require  monthly  settlements?  If  our 
files  are  correct,  a  letter  explaining  our  requirements 
was  mailed  to  you  at  the  time. 

You  know  that  charge  privileges  are  granted  to  re- 
sponsible patrons  like  yourself,  simply  as  a  shopping 
convenience,  so  that,  by  monthly  settlements  involving 
a  single  payment,  payments  at  counters  and  to  drivers 
may  be  avoided. 

Our  policy  of  marking  merchandise  closely  and  giv- 
ing good  values  makes  necessary  the  close  observance 
of  the  monthly-settlement  terms  in  order  that  we  may 
give  our  customers  the  advantages  we  obtain  by  the 
prompt  payment  of  our  accounts. 

In  this  instance  we  have  been  glad  to  accommodate 
you  by  further  extending  the  time  of  payment  in  order 
to  meet  your  convenience.  We  are  relying,  however, 
upon  your  future  co-operation  in  maintaining  the 
monthly-settlement  standard. 

Cordially  yours, 
THE  CREDITOR  COMPANY 
(Signed) 
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A  LETTER  restating  terms  of  sale  and  con- 
cluding with  an  expression  of  thanks  for 
the  customer's  patronage. 
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THE  CREDITOR  COMPANY 

MERCHANT  CITY  NEW  JERSEY 


March  16,  19—. 

Mr.  A.  B.  Debtor, 
Homeland, 
New  Jersey. 

Dear  Sir: 

Permit  us  to  thank  you  for  the  purchases  you  made 
yesterday,  amounting  to  $16.00. 

Upon  referring  to  your  account,  we  note  that  you 
have  not  yet  taken  care  of  your  overdue  indebtedness 
amounting  to  $27.00,  which  was  charged  to  you  as  far 
back  as  last  January.  As  you  know  that  our  terms  re- 
quire monthly  settlements,  we  feel  sure  that  this  is  only 
an  oversight.  Won't  you  please  do  us  the  favor  of 
sending  your  check  for  the  overdue  amount? 

May  we  take  this  opportunity  to  express  our  appre- 
ciation of  your  valued  patronage?  It  is  our  earnest 
desire  to  continue  serving  you,  and  we  hope  that  you 
will  find  our  merchandise  and  our  policy  satisfactory 
in  every  way. 

Very  truly  yours, 

THE  CREDITOR  COMPANY 

(Signed) 


107 


A  LETTER  to  the  customer  whose  pur- 
chases have  been  held  up  on  account  of 
the  non-payment  of  former  purchases.  It 
contains  a  frank  restatement  of  terms. 


168 


THE  CREDITOR  COMPANY 

MERCHANT  CITY  NEW  JERSEY 


December  3,  19 — . 

Mr.  A.  B.  Debtor, 
Homeland, 
New  Jersey. 

Dear  Sir: 

We  note  that  you  made  purchases  this  morning 
amounting  to  $37.00,  with  the  request  that  they  be 
placed  on  your  monthly  charge  account. 

You  are  possibly  not  aware  that  your  account  shows 
a  balance  of  $89.50.  Of  this  amount  $65.37  is  past  due 
and  represents  purchases  made  during  the  months  of 
September  and  October. 

We  respectfully  request  that  you  take  steps  to  place 
this  account  in  terms.  Our  terms  require  the  payment 
in  full  of  all  accounts  on  or  before  the  10th  day  of  the 
month  following  the  date  of  purchase. 

We  regret  the  necessity  of  withholding  the  purchases 
you  made  to-day  until  satisfactory  disposition  is  made 
of  the  above  account. 

Yours  very  truly, 

THE  CREDITOR  COMPANY 

(Signed) 


L69 


A  LETTER  to  the  customer  asking  for  a 
better  observance  of  terms.  The  par- 
ticular patron  is  considerably  past  due  on  his 
present  account.  However,  his  former  set- 
tlements were  satisfactory  and  the  credit 
charge  was  O.K'd. 
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THE  CREDITOR  COMPANY 

MERCHANT  CITY  NEW  JERSEY 


December  3,  19 — . 

Mr.  A.  B.  Debtor, 
Homeland, 
New  Jersey. 

Dear  Sir: 

We  note  that  you  made  purchases  this  morning 
amounting  to  $15.80,  with  the  request  that  they  be 
placed  on  your  monthly  charge  account.  These  pur- 
chases have  been  O.K'd. 

Your  account  shows  a  balance  of  $68.50.  Of  this 
amount  $27.50  is  past  due  and  represents  purchases 
made  during  the  months  of  September  and  October. 

We  respectfully  request  that  you  take  steps  to  place 
this  account  in  terms.  Our  terms  require  the  payment 
in  full  of  all  accounts  on  or  before  the  10th  day  of  the 
month  following  the  date  of  purchase. 

Yours  very  truly, 
THE  CREDITOR  COMPANY 
(Signed) 
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A  LETTER  to  a  customer  whose  purchases 
have  been  withheld  because  he  has  not 
lived  up  to  his  terms  of  monthly  settlement. 
The  letter  is  courteously  though  firmly 
worded. 
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THE  CREDITOR  COMPANY 

MERCHANT  CITY  NEW  JERSEY 


February  27,  19—. 

Mr.  A.  B.  Debtor, 

Homeland, 
New  Jersey. 

Dear  Sir: 

We  regret  the  necessity  of  disappointing  you  by  not 
delivering  promptly  the  merchandise  recently  selected, 
but  before  doing  so  we  would  appreciate  some  assur- 
ance that  our  terms  of  monthly  settlement  will  be 
complied  with  in  the  future. 

Your  last  account  was  not  paid  in  this  manner.  We 
were  obliged  to  send  several  requests  before  it  was 
finally  settled.  Therefore,  to  avoid  any  misunder- 
standing in  the  future,  kindly  assure  us  that  our  terms 
will  be  observed. 

On  receiving  your  reply,  your  purchases  will  have 
our  immediate  attention. 

Yours  very  truly, 
THE  CREDITOR  COMPANY 
(Signed) 


17:; 


A  LETTER  to  a  customer  who  is  several 
months  behind  in  his  payments.  It  con- 
tains a  restatement  of  credit  terms  and  warns 
the  customer  that  the  use  of  his  account  will 
be  denied  in  the  luture  unless  he  pays  in  ac- 
cordance with  these  terms. 
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THE  CREDITOR  COMPANY 

MERCHANT  CITY  NEW  JERSEY 


May  5,  19—. 

Mr.  A.  B.  Debtor, 
Homeland, 
New  Jersey. 

Dear  Sir: 

As  you  know,  your  account  with  us  is  now  long  past 
due,  the  beginning  of  the  present  bill  dating  back  to 
November  of  last  year. 

You  want  to  keep  your  credit  perfectly  clear.  The 
only  sure  way  to  do  this,  as  you  well  know,  is  to  pay 
your  bills  promptly  as  they  fall  due.  Any  delay  is 
likely  to  cause  a  bad  impression,  which  you  will  find 
it  very  difficult  to  get  rid  of  later  on. 

We  extend  credit  to  our  customers  as  a  special  privi- 
lege. If  you  abuse  this  privilege  by  not  paying  your 
bills  promptly  when  they  become  due,  we  shall  be 
obliged  to  deny  you  the  use  of  the  account  in  the 
future. 

Yours  very  truly, 

THE  CREDITOR  COMPANY 

(Signed) 


L75 


A  LETTER  restating  terms  after  previous 
letters  have  not  produced  results.  It 
asks  courteously  for  further  information  so 
that  the  patron  may  be  treated  with  under- 
standing and  sympathy. 


176 


THE  CREDITOR  COMPANY 

MERCHANT  CITY  NEW  JERSEY 


April  3,  19—. 

Mr.  A.  B.  Debtor, 
Homeland, 
New  Jersey. 

Dear  Sir: 

When  you  opened  an  account  with  us,  it  was  under- 
stood that  you  would  pay  it  promptly  each  month.  We 
realize,  therefore,  that  there  is  some  substantial  reason 
why  payment  of  your  account  has  not  been  made 
accordingly. 

Will  you  not  tell  us  exactly  what  the  matter  is,  so 
we  may  arrange  to  co-operate  with  you  and  help  you  to 
fulfill  your  obligation? 

We  do  not  mean  to  annoy  you  with  unnecessary  or 
unpleasant  correspondence  and  we  feel  sure  you  will 
appreciate  our  position  in  seeking  your  co-operation. 


Very  truly  yours, 
THE  CREDITOR  COMPANY 
(Signed) 


177 


A  LETTER  that  stresses  the  mutuality  of 
a  credit  sale.     By  the  use  of  five  short 
paragraphs,  its  readability  is  increased. 
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THE  CREDITOR  COMPANY 

MERCHANT  CITY  NEW  JERSEY 


March  29,  19—. 

Mr.  A.  B.  Debtor, 
Homeland, 
New  Jersey. 

Dear  Sir: 

We  confidently  expected  a  remittance  on  your  ac- 
count, as  a  response  to  our  letter  of  March  1st. 

It  has  been  our  pleasure  to  have  the  opportunity  of 
rendering  a  service. 

However,  this  service  implies  a  sort  of  reciprocity 
which  should  manifest  itself  in  the  nature  of  a  remit- 
tance. 

May  we  not,  with  propriety,  ask  that  this  account  be 
settled  now? 

The  return  envelope  is  for  your  convenience. 

Yours  very  truly, 

THE  CREDITOR  COMPANY 

(Signed) 
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II.  LETTEKS  ON  EXTENSIONS 
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A  LETTER   granting  an  extension   on   a 
past-due  account. 
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THE  CREDITOR  COMPANY 

MERCHANT  CITY  NEW  JERSEY 


August  19,  19—. 

Mrs.  A.  B.  Debtor, 
Homeland, 
New  Jersey. 

Dear  Madam: 

We  have  just  received  your  letter  of  August  15th  in 
reply  to  our  communication  of  August  10th,  and  note 
that  you  are  unable  to  remit  at  the  present  time  but 
will  do  so  at  the  earliest  possible  moment. 

It  will  be  agreeable  to  us  to  hold  the  matter  in 
abeyance  until  September  1st — provided  we  have  your 
assurance  that  by  that  time  you  will  be  in  a  position  to 
liquidate  the  indebtedness  or  at  least  make  a  substan- 
tial payment  on  account. 

With  best  wishes,  we  are, 

Very  truly  yours, 

THE  CREDITOR  COMPANY 

(Signed) 
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A  LETTER  granting  an  extension  of  60 
days  on  an  account. 


184 


THE  CREDITOR  COMPANY 

MERCHANT  CITY  NEW  JERSEY 


December  26,  19—. 

Mr.  A.  B.  Debtor, 

Homeland, 
New  Jersey. 

Dear  Sir: 

We  have  your  letter  of  December  20th  in  reply  to 
our  communication  of  December  15th,  relative  to  the 
balance  of  your  indebtedness,  $37.50,  and  note  that 
the  delay  in  remitting  has  been  occasioned  by  illness 
and  the  attendant  expenses. 

You  say  that  you  expect  to  be  in  a  position  to  liqui- 
date the  indebtedness  within  the  next  60  days.  It  will 
be  agreeable  to  us  to  hold  the  matter  in  abeyance  for 
this  period  of  time,  as  requested,  and  thereby  tide  you 
over  a  period  of  stress. 

We  hope  you  will  favor  us  with  whatever  purchases 
you  may  require  on  a  cash  basis  in  the  meantime,  and 
extend  our  best  wishes  for  the  holiday  season. 

Very  truly  yours, 
THE  CREDITOR  COMPANY 
(Signed) 


1 85 


A  LETTER  sent  by  a  Southern  merchant  to 
a  past-due  customer  offering  a  note  pay- 
able in  60  days  with  interest  at  7  per  cent. 
The  use  of  notes  is  very  common  in  certain 
parts  of  the  country  and  with  certain  houses. 
There  are  a  large  number  of  retail  houses 
whose  policy  is  against  using  them. 
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THE  CREDITOR  COMPANY 

MERCHANT  CITY  LOUISIANA 


February  3,  19—. 

Mrs.  A.  B.  Debtor, 

Homeland, 

Louisiana. 

Dear  Madam: 

We  have  your  letter  of  January  31st  relative  to  your 
indebtedness  of  $250.00,  and  note  you  are  unable  to 
remit  at  the  present  time  but  will  give  a  note  payable 
in  60  days,  bearing  interest  at  the  rate  of  7  per  cent 
per  annum  from  date  until  paid. 

It  will  be  agreeable  to  us  to  accept  this  offer  of  set- 
tlement with  the  understanding  that  no  purchases  are 
to  be  charged  to  your  account  until  the  note  is  paid. 

We  are  enclosing  a  note  with  the  request  that  you 
sign  and  return  it  to  us. 

Trusting  you  will  appreciate  our  position  in  this 
matter,  we  are, 

Very  truly  yours, 

THE  CREDITOR  COMPANY 

(Signed) 


1S7 


A  LETTER  that  frankly  suggests  an  exten- 
sion on  the  past-due  account.  It  closes 
with  a  word  of  thanks  to  the  patron  for  his 
patronage. 
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THE  CREDITOR  COMPANY 

MERCHANT  CITY  LOUISIANA 


Jan.  29,  19—. 

Mr.  A.  B.  Debtor, 

Homeland, 

Louisiana. 

Dear  Sir: 

As  a  highly-esteemed  patron  of  this  store  and  one 
whose  good  will  and  support  we  very  much  desire  to 
continue,  will  you  not,  as  a  straightforward  business 
matter  in  which  you  have  a  high  personal  interest, 
arrange  for  the  settlement  of  your  past-due  account 
this  week? 

If  for  any  reason  you  are  unable  to  meet  this  ac- 
count in  full,  will  you  please  call  and  let  us  co-operate 
with  you  on  some  plan  for  a  settlement  or  extension 
that  will  meet  with  your  approval. 

Thanking  you  in  advance  for  your  consideration  and 
hoping  for  a  continuance  of  your  support  and  pat- 
ronage, we  are, 

Very  truly  yours, 

THE  CREDITOR  COMPANY 

(Signed) 


L89 


A  LETTER  granting  an  extension.     The 
tone  is  sympathetic  and  friendly  and  the 
extension  is  granted  whole-heartedly. 
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THE  CREDITOR  COMPANY 

MERCHANT  CITY  LOUISIANA 


June   7,    19—. 

Mr.  A.  B.  Debtor, 

Homeland, 

Louisiana. 

Dear  Sir: 

We  thank  you  for  your  letter  of  June  1st,  in  which 
you  tell  of  the  misfortune  you  have  suffered,  and  of 
your  temporary  financial  embarrassment.  You  may 
rest  assured  that  your  promise  of  payment  within  the 
next  thirty  days  is  entirely  satisfactory. 

We  are  also  making  the  proper  notation  on  our 
records,  in  order  that  this  instance  of  delinquency 
will  not  reflect  permanently  on  your  credit  record  with 
this  firm. 

Very  truly  yours, 

THE  CREDITOR  COMPANY 

(Signed) 


1!)! 


A  LETTER  granting  the  requested  exten- 
sion of  time.  While  this  communication 
has  not  been  placed  among  poor  letters,  its  gen- 
eral use  might  cause  offense.  The  credit  man- 
ager has  granted'the  request  for  an  extension 
but  his  concluding  paragraph  might  be  in- 
terpreted by  some  sensitive  customers  as  cast- 
ing doubt  on  the  integrity  of  the  debtor.  On 
the  other  hand,  it  might  well  be  that  such  a 
letter  would  only  serve  to  emphasize  to  some 
individuals  the  seriousness  of  the  situation. 
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THE  CREDITOR  COMPANY 

MERCHANT  CITY  NEW  JERSEY 


November  1,  19 — . 

Mr.  A.  B.  Debtor, 

Homeland, 
New  Jersey. 

Dear  Sir: 

It  is  the  policy  of  this  company  to  co-operate  with  its 
customers  in  every  way  possible.  We  realize  that  the 
conditions  explained  in  your  letter  are  deserving  of 
special  consideration. 

In  view  of  the  circumstances,  we  are  willing  to  allow 
you  to  make  settlement  on  your  account  as  outlined 
and  have  marked  our  records  accordingly. 

It  is  understood  that  you  will  faithfully  live  up  to 
this  arrangement. 

Very  truly  yours, 


THE  CREDITOR  COMPANY 
(Signed) 


1!):: 


A  LETTER  to  a  customer  with  a  long 
over-due  account,  who  has  offered  to 
make  settlement  with  a  90-day  note.  The 
credit  manager  refuses  to  accept  the  note,  but 
asks  for  a  personal  interview  in  order  to  come 
to  a  mutually  satisfactory  agreement  on  the 
account. 
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THE  CREDITOR  COMPANY 

MERCHANT  CITY  NEW  JERSEY 


July  17,  19—. 

Mr.  A.  B.  Debtor, 
Homeland, 
New  Jersey. 

Dear  Sir: 

In  reply  to  your  recent  letter,  we  are  deeply  disap- 
pointed that  you  are  not  in  a  position  at  the  present 
time  to  pay  your  account,  which  has  been  open  on  our 
books  for  almost  six  months. 

While  we  cannot  accept  a  ninety-day  note  as  re- 
quested by  you,  if  you  will  call  and  see  the  writer,  we 
will  endeavor  to  make  arrangements  which  we  con- 
sider consistent  with  good  business. 


Very  truly  yours, 
THE  CREDITOR  COMPANY 
(Signed) 


L9i 


TIL  LETTERS  SUGGESTING  ATTORNEYS  OR  OTHER 
AGENCIES  FOR  COLLECTING  ACCOUNTS 


107 


A  LETTER  threatening  collection  by  at- 
torney unless  the  customer  gives  his  per- 
sonal note.    It  is  used  by  a  Southern  merchant, 
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THE  CREDITOR  COMPANY 

MERCHANT  CITY  LOUISIANA 


September  7,  19 — . 

Mr.  A.  B.  Debtor, 

Homeland, 

Louisiana. 

Dear  Sir: 

We  have  your  communication  of  September  3rd 
relative  to  balance  of  your  indebtedness  of  $38.00. 
Your  request  for  a  further  extension  of  time  has  been 
noted. 

Upon  referring  to  our  records  we  find  that  the  mer- 
chandise was  purchased  during  the  month  of  July  and 
with  the  understanding  that  it  was  to  be  paid  in  full 
during  the  month  of  August. 

You  will  no  doubt  admit  that  we  have  been  excep- 
tionally lenient  in  this  case  and  we  consider  your  re- 
quest for  a  further  period  of  time  unreasonable. 

If  you  will  give  us  your  personal  note  for  $38.00, 
payable  in  60  or  90  days,  bearing  interest  at  the  rate  of 
7  per  cent  per  annum  from  maturity  until  paid,  this 
will  be  acceptable  to  us;  otherwise  we  will  place  the 
matter  in  the  hands  of  an  attorney  for  collection  with- 
out further  delay. 

We  trust  you  will  appreciate  our  position  in  this 
matter. 

Very  truly  yours, 

THE  CREDITOR  COMPANY 

(Signed) 


L99 


A  LETTER  written  to  a  customer  carrying 
a  past-due   account,  who  has  paid  no 
attention  to  former  requests  for  payment. 
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THE  CREDITOR  COMPANY 

MERCHANT  CITY  NEW  JERSEY 


February  5,  19 — . 

Mr.  A.  B.  Debtor, 
Homeland, 
New  Jersey. 

Dear  Sir: 

Your  account  carrying  a  balance  of  $15.25  has  been 
called  to  the  writer's  attention. 

We  find  that  a  portion  of  this  account  dates  back 
for  a  period  of  three  months. 

We  have  written  you  several  times  in  regard  to  the 
matter  and  have  endeavored  in  every  courteous  way 
possible  to  bring  the  account  to  your  attention. 

We  had  hoped  to  make  you  see  that  your  credit  de- 
pended upon  the  payment  of  your  bills.  However,  it 
would  appear  that  this  phase  of  the  matter  does  not 
interest  you,  and  we  are  compelled  to  draw  our  own 
conclusions. 

Unless  your  payment  for  the  full  amount  of  $15.25 
is  received  by  February  15th,  we  shall  be  compelled  to 
adopt  such  measures  as  may  seem  necessary  for  the 
collection  of  your  account. 

Very  truly  yours, 
THE  CREDITOR  COMPANY 
(Signed) 


201 


A  LETTER  sent  to  a  customer  after  sev- 
eral previous  letters  have  elicited  no 
response.  There  is  an  implication  in  it  that 
a  collection  by  attorneys  may  be  resorted  to. 
Its  wording  is  dignified  and  courteous. 
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THE  CREDITOR  COMPANY 

MERCHANT  CITY  NEW  JERSEY 


September  3,  19—. 

Mr.  A.  B.  Debtor, 
Homeland, 
New  Jersey. 

Dear  Sir: 

We  regret  to  find  that  the  enclosed  account,  in  re- 
gard to  which  we  have  written  you  several  times,  is 
still  unpaid.  We  beg  again  to  remind  you  that,  as  the 
purchases  date  from  June  1st,  the  delay  in  settlement 
is  unusual. 

We  trust  that  we  may  consider  it  collectible  in  the 
usual  way,  and  that  we  shall  receive  a  check  either  in 
full  or  part  settlement  without  further  delay. 

Yours  respectfully, 
THE  CREDITOR  COMPANY 
(Signed) 


203 


A  LETTER  written  after  a  previous  letter 
has  produced  no  results.  It  "threatens" 
to  place  the  account  in  the  hands  of  an  attorney 
for  collection,  but  its  words  are  so  carefully 
chosen  that  the  patron  does  not  interpret  it  as 
a  "threat."  Note  particularly  the  last  sentence 
that  "puts  it  up"  to  the  patron. 
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THE  CREDITOR  COMPANY 

MERCHANT  CITY  NEW  JERSEY 


May  5,  19—. 

Mr.  A.  B.  Debtor, 
Homeland, 
New  Jersey. 

Dear  Sir: 

We  have  received  no  response  to  our  previous  com- 
munication relative  to  your  outstanding  balance  of 
$27.50  as  shown  on  the  enclosed  statement. 

We  should  regret  being  compelled  to  depart  from 
our  usual  methods,  but  if  we  do  not  hear  from  you 
within  a  reasonable  time  we  shall  feel  obliged  to  place 
the  account  in  the  hands  of  our  attorneys  for  collection. 

We  trust  that  you  will  appreciate  the  correctness  of 
our  position  in  this  matter. 

Yours  respectfully, 
THE  CREDITOR  COMPANY 
(Signed) 


L'OH 


IV.  MISCELLANEOUS  LETTERS 
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A  LETTER  that  stresses  the  mutuality  of 
the  credit  sale  in  a  rather  picturesque 
fashion.    It  verges  on  the  stunt  letter. 


208 


THE  CREDITOR  COMPANY 

MERCHANT  CITY  NEW  JERSEY 


April  3,  19—. 

Mr.  A.  B.  Debtor, 
Homeland, 
New  Jersey. 

Dear  Sir: 

When  a  man  comes  in  to  buy  merchandise,  and  or- 
ders it  charged,  he  wants  it  delivered  just  as  promptly 
as  if  he  were  putting  down  the  cash  for  it. 

Now,  by  the  same  token,  hasn't  a  merchant  a  right 
to  expect  his  money  when  it  is  due — and  that  without 
asking  for  it? 

There  is  a  certain  amount  of  embarrassment  when  a 
merchant  has  to  ask  for  his  money — and  yet  he  has  to 
do  it,  for  money  is  the  power  that  turns  the  wheels 
of  business. 

By  sending  a  check  to-day,  won't  you  save  us  the 
embarrassment  of  asking  a  second  time  for  our  money? 


Very  truly  yours, 
THE  CREDITOR  COMPANY 
(Signed) 


:oi) 


A  LETTER  that  begins  somewhat  abruptly 
in  order  to  attract  the  attention  of  a  past- 
due  customer.  It  closes  with  an  appeal  for  a 
personal  interview  or  at  least  a  partial  pay- 
ment. 
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THE  CREDITOR  COMPANY 

MERCHANT  CITY  NEW  JERSEY 


June  6,  19—. 

Mr.  A.  B.  Debtor, 
Homeland, 
New  Jersey. 

Dear  Sir: 

Isn't  it  just  a  little  unfair  to  us  and  below  your  stan- 
dard of  doing  business  to  neglect  your  account  as  you 
have  done? 

And,  just  as  a  matter  of  business  courtesy,  shouldn't 
you  have  acknowledged  our  previous  letters? 

None  of  our  customers  has  ever  found  us  unreason- 
able, and  if  there  is  anything  wrong — if  you  need  more 
time — why  not  come  out  frankly  and  say  so?  You  will 
find  us  ready  to  meet  you  more  than  half  way  in  any- 
thing that  is  fair. 

Do  the  best  you  can,  and  by  all  means,  do  it  now! 

Very  truly  yours, 

THE  CREDITOR  COMPANY 

(Signed) 
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A  LETTER  thanking  the  patron  for  a  par- 
tial payment  on  account,  and  asking 
courteously  for  a  statement  of  the  reason  for 
non-payment  in  full  so  that  the  partial  pay- 
ments may  be  properly  arranged  for. 
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THE  CREDITOR  COMPANY 

MERCHANT  CITY  NEW  JERSEY 


August  3,  19—. 

Mr.  A.  B.  Debtor, 
Homeland, 
New  Jersey. 

Dear  Sir: 

Please  accept  our  thanks  for  your  check  of  July  29th, 
which  has  been  duly  credited  to  your  account. 

We  note  the  remittance  as  sent  is  not  in  full  settle- 
ment of  the  account  as  rendered.  If  it  will  be  of  as- 
sistance to  you  in  the  liquidation  of  this  claim  to  make 
partial  payments,  kindly  let  us  know  and  we  will 
make  arrangements  accordingly. 

We  enclose  an  envelope  and  will  appreciate  a  prompt 
reply. 

Very  truly  yours, 

THE  CREDITOR  COMPANY 

(Signed) 
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A  LETTER  written  to  a  customer  who  has 
failed  to  respond  to  three  previous  let- 
ters. It  asks  for  co-operation.  Its  close,  sug- 
gesting the  possibility  of  a  mistake,  seems 
somewhat  weak.  Retail  credit  men,  however, 
prefer  for  the  most  part  to  err  on  the  side  of 
providing  their  patrons  with  every  possible 
reason  for  non-payment — rather  than  to  give 
them  any  cause  for  offense. 
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THE  CREDITOR  COMPANY 

MERCHANT  CITY  NEW  YORK 


April  16,  19—. 
Mr.  A.  B.  Debtor, 
Homeland, 
New  Jersey. 

Dear  Sir: 

We  have  written  to  you  on  three  different  occasions 
soliciting  a  remittance  either  on  account  or  in  full 
settlement  of  your  past-due  indebtedness;  but  up  to 
this  writing  we  have  not  received  even  the  courtesy 
of  a  reply. 

If,  through  unforeseen  circumstances,  you  are  not  in 
a  position  to  liquidate  this  account,  why  not  take  us 
into  your  confidence  with  the  feeling  that  we  stand 
ready  and  willing  to  assist  you  in  any  way  possible  in 
the  convenient  liquidation  of  the  account? 

Not  hearing  from  you,  we  feel  justified  in  assum- 
ing the  account  as  rendered  to  be  correct.  Should 
there  be  any  pending  adjustment,  please  inform  the 
writer  promptly  in  the  enclosed  envelope. 

Very  truly  yours, 
THE  CREDITOR  COMPANY 
(Signed) 
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A  LETTER  to  a  customer  who  has  failed 
to  live  up  to  his  promises  of  payment. 
It  is  brief  and  straightforward,  and  contains 
no  threat. 
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THE  CREDITOR  COMPANY 

MERCHANT  CITY  NEW  YORK 


September  3,  19 — . 
Mr.  A.  B.  Debtor, 
Homeland, 
New  Jersey. 

Dear  Sir: 

You  will  probably  recall  the  assurance  which  you 
gave  us  that  your  account  would  be  paid  by  September 
1st. 

We  find,  however,  that  settlement  has  not  yet  been 
made.  We  must,  therefore,  ask  you  to  give  the  matter 
your  prompt  attention. 

Yours  respectfully, 

THE  CREDITOR  COMPANY 

(Signed) 
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A  LETTER  that  uses  the  good-credit-rat- 
ing argument  as  a  means  of  collecting  a 
past-due  account. 
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THE  CREDITOR  COMPANY 

MERCHANT  CITY  NEW  YORK 


June  1,  19 — . 

Mr.  A.  B.  Debtor, 
Homeland, 
New  Jersey. 

Dear  Sir: 

What   does   a   good   credit   rating  mean? 

It  means — confidence,  faith,  a  good   name,   esteem, 
honor,  prestige,  influence,  and  trust. 

With  these   things   a  man   builds  his   citizenship — 
stands  four  square  among  his  fellows. 

Without  them  he  by  degrees  eliminates  himself  from 
the  affairs  of  life. 

A  little  leak  often  destroys  a  strong  dam. 

Stop  the  little  leak  by  paying  the  enclosed  bill  now, 
and  thereby  protect  your  credit. 

Very  truly  yours, 
THE  CREDITOR  COMPANY 
(Signed) 
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THIS  letter,  sent  out  after  the  first  six 
months  of  the  year,  postpones  the  appeal 
until  the  last  two  paragraphs. 
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THE  CREDITOR  COMPANY 

MERCHANT  CITY  NEW  YORK 


July  5,   19—. 

Mr.  A.  B.  Debtor,  ^ 

Homeland, 

New  Jersey. 

Dear  Sir: 

The  first  six  months  of  our  1922  business  show  a 
substantial  gain  over   1921. 

We  want  to  thank  you. 

It  looks  as  though  business  will  continue  to  improve. 
More  and  more  people  are  seeing  that  only  in  quality 
is  there  economy  and  worth  and  satisfaction. 

We  trust  that  the  times  are  bright  with  you;  all  good 
wishes  for  your  continued  success! 

Likely  it  is  an  oversight  that  your  account  with  us 
is  now  somewhat  behind.  We  take  this  occasion  to 
call  its  lateness  to  your  attention. 

May  we  not  have  your  check  now — getting  every- 
thing ready  for  a  fine  prosperous  rest-of-the-year? 

Very  truly  yours, 
THE  CREDITOR  COMPANY 
(Signed) 
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A 


FIRST  letter  on  a  past-due  account. 
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THE  CREDITOR  COMPANY 

MERCHANT  CITY  NEW  YORK 


February  8,   19—. 

Mr.  A.  B.  Debtor, 
Homeland, 
New  Jersey. 

Dear  Sir: 

We  courteously  call  your  attention  to  the  balance 
now  past  due  on  your  account,  and  request  a  remit- 
tance at  your  earliest  convenient  opportunity. 

Thanking  you  in  advance,  we  are, 

Very  truly  yours, 

THE  CREDITOR  COMPANY 

(Signed) 


223 


A  SECOND  letter  on  a  past-due  account, 
re-stating  the  situation   and  appealing 
for  immediate  attention. 
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THE  CREDITOR  COMPANY 

MERCHANT  CITY  NEW  YORK 


February  25,  19—. 

Mr.  A.  B.  Debtor, 
Homeland, 
New  Jersey. 

Dear  Sir: 

We  recently  wrote  you  calling  your  attention  to 
your  past-due  account,  and  requesting  that  you  give 
the  matter  your  prompt  attention. 

Up  to  this  writing  we  have  not  heard  from  you  and 
again  we  must  request  a  remittance  at  your  con- 
venience. 

Very  truly  yours, 

THE  CREDITOR  COMPANY 

(Signed) 
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THE  frequent  adjustments  that  are  com- 
mon to  department-store  trade  often 
postpone  the  payment  of  accounts  at  maturity. 
The  credit  manager  in  this  instance  asks  for  a 
payment  of  the  account  pending  the  adjust- 
ment, but  promises  nevertheless  to  go  through 
with  the  adjustment  regardless  of  the  payment. 
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THE  CREDITOR  COMPANY 

MERCHANT  CITY  NEW  YORK 


November  29,  19—. 

Mr.  A.  B.  Debtor, 
Homeland, 
New  Jersey. 

Dear  Sir: 

We  have  your  complaint  regarding  furniture  and  are 
informed  by  our  Furniture  Department  that  it  will  be 
necessary  to  order  this  bed  for  you  from  the  factory. 
This  may  take  ten  days  or  two  weeks. 

Inasmuch  as  the  account  dates  back  to  the  month 
of  September  and  there  are  numerous  other  items  aside 
from  the  furniture  purchased,  we  suggest  that  you 
send  us  a  check  covering  a  fair  portion  of  the  account. 

If  you  feel  that  it  is  necessary  to  enforce  service  by 
withholding  a  portion  of  the  account  until  your  bed  is 
received,  you  are  at  liberty  to  do  so.  However,  we 
have  always  prided  ourselves  on  exerting  every  effort 
to  please  the  customer,  and  you  may  be  assured  that 
you  will  receive  the  bed  whether  or  not  there  is  any 
money  due.  We  are  in  the  process  of  balancing  up  our 
books,  and  a  payment  bringing  the  account  more  nearly 
up  to  date  will  be  appreciated. 

Very  truly  yours, 
THE  CREDITOR  COMPANY 
(Signed) 
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A  LETTER  that  proceeds  immediately  to 
the  point  of  the  matter  with  a  definite 
appeal.  It  asks  for  information  from  the 
debtor  so  that  there  may  be  some  basis  for 
co-operation.  Though  its  subject  matter  is 
directly  worded,  its  tone  is  friendly. 
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THE  CREDITOR  COMPANY 

MERCHANT  CITY  NEW  YORK 


April  17,  19—. 

Mr.  A.  B.  Debtor, 
Homeland, 
New  Jersey. 

Dear  Sir: 

Please  do  not  postpone  longer  a  definite  reply  to  our 
numerous  letters  regarding  your  past-due  account. 

You  may  have  valid  reasons  for  your  failure  to  pay 
as  agreed.  Whatever  they  are,  we  are  entitled  to  know 
them. 

It  seems  so  easy  for  you  to  write  a  letter  explaining 
your  neglect  of  this  past-due  account,  that  we  cannot 
understand  your  silence. 

We  are  always  ready  and  willing  to  make  reason- 
able allowances  for  unusual  circumstances,  but  we 
must  know  the  facts.  We  assure  you  that  we  can  co- 
operate with  you  to  your  advantage,  if  you  will  get  in 
touch  with  us.    The  amount  of  your  account  is  $15.80. 

Very  truly  yours, 
THE  CREDITOR  COMPANY 
(Signed) 
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A  LETTER  written  in  a  very  conversa- 
tional tone.     It  re-states  the  terms  of 
payment  and  asks  for  a  personal  interview. 
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THE  CREDITOR  COMPANY 

MERCHANT  CITY  NEW  YORK 


March   17,   19—. 

Mr.  A.  B.  Debtor, 
Homeland, 
New  Jersey. 

Dear  Sir: 

It  is  my  job  to  look  after  our  family  of  charge  cus- 
tomers. We  have  a  few  simple  rules  for  their  guid- 
ance; regulations  that  we  believe  to  be  perfectly  fair 
and  just.  One  of  these  stipulates  that  merchandise 
purchased  one  month  be  paid  for  on  or  before  the 
twenty-fifth  of  the  following  month. 

We  realize  that  in  some  cases  there  are  reasons  why 
this  regulation  cannot  be  complied  with.  When  there 
is  such  a  reason,  we  are  only  too  glad  to  do  everything 
in  our  power  to  adjust  the  matter  on  a  mutually  satis- 
factory basis. 

Your  account  has  become  past  due,  for  the  reason 
that  you  have  been  making  only  partial  payments.  We 
feel  that  all  our  accounts  should  be  settled  in  full  when 
they  are  due. 

Perhaps  there  is  something  we  do  not  understand. 
If  so,  the  next  time  you  are  in  the  store  I  shall  be  glad 
to  talk  to  you  about  it. 


Yours  very  truly, 
THE  CREDITOR  COMPANY 
(Signed) 
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A  LETTER  that  stresses  the  importance 
of  maintaining  good  credit  standing. 
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THE  CREDITOR  COMPANY 

MERCHANT  CITY  NEW  YORK 


Oct.  24,  19—. 

Mr.  A.  B.  Debtor, 
Homeland, 
New  Jersey. 

Dear  Sir: 

Your  account  has  been  open  since  May,  and  is  now 
long  past  due.  Are  there  any  good  reasons  why  it  has 
not  been  paid? 

You  certainly  cannot  afford  such  a  record  against 
your  future  credit.  As  we  cannot  permit  any  more 
charges  unless  the  present  bill  is  settled  in  full  with- 
out further  delay,  you  will  understand  the  importance 
of  prompt  attention. 

Yours  very  truly, 
THE  CREDITOR  COMPANY 
(Signed) 
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A  LETTER  on  an  installment  account  ask- 
ing for  a  payment  of  arrears  and  threat- 
ening the  use  of  the  right  of  repossession  un- 
less the  payment  is  made  immediately. 
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THE  CREDITOR  COMPANY 

MERCHANT  CITY  NEW  YORK 


November  13,  19 — . 

Mr.  A.  B.  Debtor, 
Homeland, 
New  Jersey. 

Dear  Sir: 

You  certainly  do  not  want  us  to  enforce  the  terms  of 
your  lease  contract,  which  allows  us  the  privilege  of 
repossessing  the  merchandise  and  retaining  whatever 
has  been  paid. 

This  is  your  last  notice  and  unless  we  receive  all 
back  payments,  without  further  delay,  we  shall  be 
compelled  to  treat  this  account  in  a  more  serious 
manner. 

Prompt  attention  on  your  part  will  make  matters 
pleasanter  for  both  of  us. 


Very  truly  yours, 
THE  CREDITOR  COMPANY 
(Signed) 
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MANY  credit  men  make  use  of  the  end  of 
the  year  in  order  to  bring  their  collec- 
tions up  to  date.  This  letter  closes  with 
thanks  for  past  patronage  and  with  the  season's 
wishes. 
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THE  CREDITOR  COMPANY 

MERCHANT  CITY  NEW  YORK 


December  16,  19 — . 

Mr.  A.  B.  Debtor, 
Homeland, 
New  Jersey. 

Dear  Sir: 

It  has  always  been  our  policy  to  be  as  liberal  during 
the  year  as  is  consistent  with  good  business,  but  be- 
fore the  old  year  draws  to  its  close,  we  are  anxious  to 
see  all  accounts  in  the  best  possible  shape. 

For  this  reason,  we  feel  sure  you  will  be  glad  to  be 
reminded  of  your  account  which  probably  has  been 
overlooked. 

We  are  grateful  to  you  for  your  patronage  during 
19 — ,  and  we  ask  the  privilege  of  serving  you  further 
in  the  future. 

With  the  Season's  best  wishes,  we  remain, 

Yours  very  truly, 

THE  CREDITOR  COMPANY 

(Signed) 


>2M 


A  LETTER  to  a  customer  who  has  ex- 
ceeded his  credit  limit. 
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THE  CREDITOR  COMPANY 

MERCHANT  CITY  NEW  YORK 


May   27,   19—. 

Mr.  A.  B.  Debtor, 
Homeland, 
New  Jersey. 

Dear  Sir: 

As  your  account  has  now  reached  the  customary 
limit,  we  cannot  permit  any  further  charges  until  the 
present  bill  has  been  reduced  to  the  required  standing. 

We  thank  you  kindly  for  the  privilege  of  serving  you 
and  shall  be  pleased  to  continue  the  account  as  soon 
as  you  have  complied  with  the  necessary  terms. 


Yours  very  truly, 
THE  CREDITOR  COMPANY 
(Signed) 
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A  LETTER  to  a  customer  who  has  ordi- 
narily paid  his  bills  on  time.    It  is  cal- 
culated to  appeal  to  his  sense  of  pride. 
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THE  CREDITOR  COMPANY 

MERCHANT  CITY  NEW  YORK 


July   28,    19—. 

Mr.  A.  B.  Debtor, 
Homeland, 
New  Jersey. 

Dear  Sir: 

You  have  evidently  overlooked  the  statement  of 
your  account  which  was  mailed  you  on  the  first  of  the 
month. 

Knowing  that  you  always  pride  yourself  on  being 
prompt  in  your  settlement,  we  are  sure  that  you  won't 
mind  being  reminded  of  this.  Thanking  you  very 
kindly  for  the  privilege  of  serving  you,  we  remain, 

Yours  very  truly, 
THE  CREDITOR  COMPANY 
(Signed) 


I'll 


A 


LETTER    on    a    small    past-due    ac- 
count. 
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THE  CREDITOR  COMPANY 

MERCHANT  CITY  NEW  YORK 


June  1,  19 — . 

Mr.  A.  B.  Debtor, 
Homeland, 
New  Jersey. 

Dear  Sir: 

There  is  a  small  purchase  amounting  to  $.75  open 
on  your  account,  which  has  evidently  escaped  your 
notice.  As  the  bill  dates  back  to  April,  a  prompt  set- 
tlement will  be  appreciated. 

Extending  our  thanks  for  the  privilege  of  serving 
you,  we  remain, 

Yours  truly, 


THE  CREDITOR  COMPANY 
(Signed) 
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A  LETTER  of  a  rather  conventional  type 
that  is  unusually  courteous.  The  three 
paragraphs  help  to  make  it  a  little  more  dis- 
tinctive than  the  letters  used  by  most  retail 
credit  men. 
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THE  CREDITOR  COMPANY 

MERCHANT  CITY  NEW  YORK 


December  1,  19 — . 

Mr.  A.  B.  Debtor, 
Homeland, 
New  Jersey. 

Dear  Sir: 

Will  you  kindly  allow  us  to  call  your  attention  to 
the  enclosed  account,  and  to  the  delay  in  settlement? 

You  will  note  that  it  dates  from  August  1st  and  ac- 
cordingly has  run  some  three  months  beyond  our  usual 
limit  of  time. 

We  trust  that  we  shall  have  the  pleasure  of  receiving 
a  check  at  an  early  date. 

Yours  respectfully, 
THE  CREDITOR  COMPANY 
(Signed) 
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A  LETTER  written  after  several  appeals 
for  payment  have  been  unfruitful.  It 
contains  a  re-statement  of  terms  in  a  very  gen- 
eral way  and  closes  with  an  appeal  to  the  sense 
of  fairness  in  the  debtor.  Its  phraseology  is 
courteous  and  dignified. 
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THE  CREDITOR  COMPANY 

MERCHANT  CITY 

NEW  YORK 

July  6,  19—. 

Mr.  A.  B.  Debtor, 
Homeland, 
New  Jersey. 

Dear  Sir: 

We  find  that  the  enclosed  account,  in  regard  to  which 
we  have  already  written  you,  is  still  unpaid. 

You  will  note  that  it  dates  from  February  1st,  and 
accordingly  has  run  some  five  months.  The  delay  in 
payment  is  consequently  much  greater  than  was  ar- 
ranged for  at  the  time  the  charges  were  taken.  We 
therefore  do  not  think  it  unreasonable  to  request  set- 
tlement, either  in  whole  or  in  part,  at  an  early  date. 

We  trust  that  you  will  see  the  justice  of  this  request. 

Yours  respectfully, 

THE  CREDITOR  COMPANY 

(Signed) 
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A  BRIEF,  courteous  letter  appealing  for 
the  payment  of  a  small  balance. 
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THE  CREDITOR  COMPANY 

MERCHANT  CITY  NEW  YORK 


April    7,    19—. 

Mr.  A.  B.  Debtor, 
Homeland, 
New  Jersey. 

Dear  Sir: 

In  going  over  our  books,  we  note  there  is  a  small 
balance  of  $3.98  due  on  your  account. 

We  will  appreciate  it,  if  you  will  kindly  pay  this 
small  amount. 

Yours  very  truly, 

THE  CREDITOR  COMPANY 

(Signed) 
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PART  III 
EXCHANGES 


THESE 

EXCHANGES    ILLUSTRATE 

BOTH    GOOD 

AND 

POOR 

COLLECTION     PRACTICE WITH     GOOD     PRACTICE 

PREDOMI- 

NATING. 

ONLY  SUCH   EDITING  OF 

THE   LETTERS 

HAS 

BEEN 

DONE  AS 

WAS  NECESSARY  FOR  THE 

SAKE  OF  CLARITY. 

THE 

DEBTORS' 

LETTERS,    PARTICULARLY 

,     HAVE     BEEN 

KEPT    AS 

THEY  WERE  ORIGINALLY  WRITTEN. 
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I.  EXCHANGES  ON  THE  BETTER 
OBSERVANCE  OF  TERMS 
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THIS  exchange  illustrates  how  touchy 
some  debtors  are  on  the  subject  of  terms 
— how  they  resent  having  their  attention 
called  to  their  own  non-observance  of  them. 
The  creditor's  second  letter  is  an  admirable 
example  of  firm  but  courteous  handling  of  a 
difficult  situation. 
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THE  CREDITOR  COMPANY 

SUPPLY  CITY  NEW  YORK 


July  27,  19—. 
The  Debtor  Company, 
Business  Center, 
New  York. 

Dear  Sir: 

We  thank  you  for  your  order  given  our  Mr.  Jones  in 

the   spring  for   20   c/s   of   $10   tins   of    for 

shipment  September  15th. 

We  are  checking  up  our  fall  orders  at  present  with 
the  view  of  placing  them  in  line  for  shipment  on  the  de- 
sired dates,  but  in  looking  over  your  account  we  find 
that  our  last  fall's  bills  were  paid  when  they  were 
considerably  past  maturity. 

We  are  unable  to  grant  more  liberal  terms  than 
2  per  cent  discount  10  days  from  date  of  invoice,  or 
net  30  days  from  date  of  invoice,  and  we  ask  therefore 
whether  we  may  not  have  your  assurance  that  our 
bills  will  be  paid  in  accordance  with  these  terms. 

Your  co-operation  in  the  maintenance  of  our  sales 
terms  will  be  appreciated. 

Yours   truly, 

THE  CREDITOR  COMPANY 
(Signed) 


THE  DEBTOR  COMPANY 

BUSINESS   CENTER  NEW  YORK 


July   31,   19—. 

The  Creditor  Company, 
Supply  City, 
New  York. 

Gentlemen: 

I  would  like  to  comment  on  vour  letter  of  July  27th 
with  reference  to  our  method  of  handling  our  previous 
invoices. 

I  am  very  sorry  to  receive  a  letter  of  this  kind  from 
you.  We,  like  everyone  else,  sometimes  slip  up  on  an 
invoice  and  like  to  use  the  other  fellow's  money  as 
long  as  possible  without  injuring  our  credit. 

On  going  over  our  files,  we  find  that  an  invoice  dated 
September  18,  1922,  was  paid  November  1st,  and  that 
an  invoice  dated  December  14  was  paid  January  3rd. 
Surely  this  does  not  deserve  a  letter  before  shipment 
is  made. 

It  rather  takes  the  enthusiasm  out  of  one  for  the 
product.  Should  you  feel  that  we  are  a  poor  risk, 
please  let  us  know  in  order  that  we  may  line  up  with 
some  other  house.  While  we  do  not  desire  to  break 
away  from  your  goods,  nevertheless  we  are  touchy 
about  our  credit  as  that  is  the  biggest  thing  we  possess 
at  the  present  time. 

Very  truly  yours, 
THE  DEBTOR  COMPANY 
(Signed) 
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THE  CREDITOR  COMPANY 

SUPPLY  CITY  NEW  YORK 


August  3,  19—. 
The  Debtor  Company, 
Business  Center, 
New  York. 

Dear  Sir: 

We  wish  to  acknowledge  receipt  of  your  letter  of 
July  31st  in  answer  to  our  July  27th  communication 
regarding  payment  of  last  fall's  bills. 

Apparently  your  records  do  not  agree  with  ours,  as 
our  books  show  that  payments  of  our  two  last  bills 
were  made  as  follows: 

November  16, 1922 . .  $67.15— paid  January   12, 1923 
December  14, 1922.  .$67.15— paid  March       12,  1923 

It  may  be  that  the  check  we  received  here  January 
12th  was  intended  to  cover  the  December  14th  bill, 
but  if  so  it  would  make  the  payment  of  the  November 
16th  bill  come  in  March. 

Your  records  no  doubt  will  show  a  number  of  let- 
ters written  last  winter  asking  for  a  remittance  on  a 
past-due  account,  to  which  we  received  no  response 
until  a  check  finally  came  in.  It  was  only,  therefore, 
with  the  view  of  having  you  co-operate  with  us  in  the 
maintenance  of  our  sales  terms  that  we  wrote  you  on 
July  27th. 

We  greatly  appreciate  the  business  with  which  you 
have  favored  us  and  are  grateful  for  whatever  support 
you  have  given  to  our  product.  We  want  to  be  able 
to  serve  you  further.  Hence  our  interesl  in  asking  your 
co-operation  as  outlined  above,  so  that  we  may  keep 
you  in  line  for  credit  for  your  requirements. 

As  far  as  your  fall  order  is  concerned,  we  arc  pleased 
to  say  that  we  had  already  0.  K'd.  il  for  shipment,  be- 
fore we  wrote  you,  which  will  best  demonstrate  the 
confidence  we  place   in   you. 

We  hope  this  explanation  will  meet  with  your  entire 
approval. 

Yours  truly, 

THI-:  CREDITOR  COMPANY 

(Signed) 


THE  following  exchange  on  "Better  Ob- 
servance of  Terms"  is  not  between  credi- 
tor and  debtor,  but  it  might  as  well  have  been. 
The  creditor's  salesman  voices  in  his  corre- 
spondence the  feeling  of  the  debtor.  Note  the 
courteous  manner  in  which  the  case  for  ob- 
servance of  terms  is  made. 
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THE  CREDITOR  COMPANY 

SUPPLY  CITY  CALIFORNIA 


May   21,    19—. 
The  Debtor  Company, 
Business  Center, 
Colorado. 

Gentlemen : 

A  few  days  ago  Mr.  Brown,  our  representative  in 
your  city,  sent  us  an  order  for  100  reams  of  60-pound 
M.  F.  book  paper  for  shipment  to  you. 

We  greatly  appreciate  this  business.  However,  in 
looking  over  your  account  we  find  that  a  shipment 
made  to  you  last  fall  was  not  paid  for  until  the  bill  was 
more  than  two  months  over  due. 

We  are  unable  to  grant  more  liberal  terms  than  2 
per  cent  discount  within  30  days  from  date  of  invoice 
— trade  acceptance  to  be  used  when  discount  is  not 
taken.  We  are  passing  the  above  order  for  prompt 
shipment,  with  the  understanding  that  these  terms  will 
prevail. 

We  do  not  know  just  why  payment  of  our  last  fall's 
bill  was  late,  but  we  hope  it  was  through  a  misunder- 
standing rather  than  a  direct  violation  of  terms. 

We  endeavor  to  produce  a  high-class  product,  and 
make  shipments  in  accordance  with  our  customers1 
wishes;  therefore,  if  you  will  only  co-operate  with  us 
in  the  maintenance  of  our  sales  terms,  we  sec  no  reason 
why  our  dealings  may  not  be  mutually  beneficial. 

If  you  feel  that  you  are  unable  to  comply  with  the 
above  terms,  won't  you  please  let  us  hear  from  you? 

Yours  truly, 

Till-   CREDITOR  COMPANY 

(Signed) 
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THE  CREDITOR  COMPANY 

(BRANCH  OFFICE) 
BUSINESS  CENTER  COLORADO 


May  24,  19—. 

The  Creditor  Company, 
Supply  City, 
Colorado. 

Gentlemen : 

I  just  want  to  write  a  word  of  commendation  on  the 
nice  letter  written  by  Mr.  Jones  to  the  Debtor  Company 
of  this  city,  concerning  their  credit  and  attention  to 
accounts. 

It  is  a  fine  letter,  very  diplomatically  and  delicately 
phrased,  which  in  no  wise  could  offend  this  firm  about 
the  settlement  of  their  accounts. 

You  know  that  jumping  on  jobbers  for  slow  payments 
is  rather  a  delicate  proposition.  We  do  not  want  to 
make  them  mad  and  yet  we  want  them  to  comply 
with  terms,  and  jobbers  as  a  rule  are  rather  sensitive. 
I  have  had  jobbers  get  mad  at  my  houses  because  they 
wrote  rather  harshly  concerning  settlements. 

I  appreciate  the  letter  and  believe  that  hereafter  this 
firm  will  comply  with  your  requirements. 

Yours  very  truly, 

THE  CREDITOR  COMPANY 
Branch   Office 

John  Brown 
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II.  EXCHANGES  ON  DISCOUNTS 
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THE  courteously-phrased  letter  of  the 
creditor  to  a  discount  customer  who  had 
fallen  behind  in  his  payments  evoked  a  grati- 
fying response. 
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THE  CREDITOR  COMPANY 

SUPPLY  CITY  CALIFORNIA 


April  26,  19—. 

A.  B.  Debtor  &  Son, 
Business  Center, 
California. 

Dear  Mr.  Debtor: 

I  am  asking  our  bookkeeper  to  inclose  a  statement 
of  your  account  inasmuch  as  you  have  always,  to  the 
best  of  my  knowledge,  discounted  your  bills  with  us, 
and  I  feel  that  the  February  bills  have  not  been  paid 
because  of  oversight,  or  possibly  because  you  have 
not  received  the  copies. 

I  know  how  important  it  is  to  bring  these  matters 
to  your  attention,  for  discounts,  as  you  of  course 
realize,  represent  a  very  decided  profit  in  anyone's 
business.  I  trust,  therefore,  you  will  not  take  offense 
at  my  writing  you  regarding  this  matter. 

I  am  glad  to  say  the  Paint  business  has  opened  up 
strong,  and  while  the  weather  still  remains  cool,  there 
is  a  decided  demand  for  our  products.  On  the  face 
of  the  past  month's  business,  it  looks  as  though  we  arc 
going  to  have  one  of  the  best  paint  years  in  the  history 
of  our  company. 

Yours  very  truly, 

THE  CREDITOR  COMPANY 

(Signed) 
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A.  B.  DEBTOR  &  SON 

BUSINESS  CENTER  CALIFORNIA 


May   1,    19—. 

The  Creditor  Company, 
Supply  City, 
California. 

Dear  Mr.  Creditor: 

Rather  than  take  offense  at  your  letter  on  the  reverse 
side,  we  wish  to  thank  you  for  calling  the  matter  to 
our  attention. 

Upon  looking  this  matter  up,  I  found  that  we  had 
filed  the  three  February  bills  away  as  paid.  It  so 
happened  that  the  March  bills  had  been  overlooked. 

Enclosed  you  will  find  our  check  for  $103.37  which 
includes  the  above  bills,  and  your  bill  to  us  of  April 
23rd. 

Again  thanking  you  for  the  pleasant  manner  in 
which  you  called  this  oversight  to  our  attention,  we 
remain, 

Yours  very  truly, 

A.  B.  DEBTOR  &   SON 

(Signed) 
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THE  following  exchange  shows  how  one 
creditor  concern  handles  a  common  re- 
quest for  a  "dating"  of  the  discounts.  The 
creditor's  letter  firmly  refuses  to  accede  to  the 
request,  but  does  so  in  a  very  courteous  way. 


THE  DEBTOR  COMPANY 

BUSINESS  CENTER  GEORGIA 

Oct.  4,  19—. 
The  Creditor  Company, 
Supply  City, 
Virginia. 

Gentlemen : 

You  are  one  of  few  of  our  suppliers  who  sell  to  us 
on  a  10-day  discount  basis.  In  view  of  this  condition 
we  are  writing  to  ask  that  you  extend  the  same  favor- 
able terms  to  us  that  we  enjoy  from  most  of  our  other 
suppliers,  namely,  remittance  and  discount  on  the 
10th  to  15th  of  the  month  following  date  of  shipment. 

The  credit  feature  which  in  a  large  degree  is  I  lie 
object  of  the  cash  discount  allowance  docs  not  enter 
into  a  transaction  with  us.  Where  the  financial  stand- 
ing of  our  suppliers  is  such  as  to  permit  it,  we  gen 
erally  make  remittance  on  the  basis  mentioned.  We 
greatly  prefer  to  purchase  on  such  terms  and  whenever 
possible  we  place  our  orders  with  those  linns  who 
facilitate  the  handling  of  our  business. 

We  hope  to  have  a  favorable  response  al  an  early 
date. 

Very  truly  yours. 


tin;  DEBTOR  company 

(Signed) 
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THE  CREDITOR  COMPANY 

SUPPLY  CITY  VIRGINIA 


October  6,  19—. 
The  Debtor  Company, 
Business  Center, 
Georgia. 

Gentlemen: 

The  same  request  in  your  October  4th  letter,  that 
cash  discount  be  allowed  when  payment  is  made  be- 
tween the  10th  and  the  15th  of  the  month  following 
shipment,  has  been  made  from  time  to  time  by  various 
customers,  some  of  whom  buy  in  very  large  quantities, 
but  we  have  invariably  felt  that  we  were  unable  to 
grant  it.    This  for  two  reasons : 

First,  cash  discount  is  a  premium  offered  for  prepay- 
ment of  an  invoice,  and  if  it  is  not  paid  within  10 
days  the  extra  profit  has  not  been  earned.  If  we  have 
to  wait  an  average  of  30  days,  our  bills  are  due  net 
and  we  are  obliged  to  disallow  the  discount  privilege. 

Second,  it  is  obviously  unfair  to  our  many  cus- 
tomers who  pay  in  10  days,  to  permit  others  to  remit 
in  30  days,  as  it  would  be  giving  the  latter  a  better 
price  than  those  who  pay  more  promptly.  We  do  not 
think  you  would  expect  us  to  discriminate  in  this  way. 

We  want  you  to  know,  however,  that  we  fully  ap- 
preciate your  point  of  view?  as  we  ourselves,  with 
about  twenty  factories,  find  it  a  difficult  task  to  put 
our  discount  bills  through  for  payment  in  10  days. 
Nevertheless,  we  do  manage  it  somehow. 

We  feel  confident  that  after  considering  the  fore- 
going you  will  agree  that  our  attitude  is  the  only  just 
one  to  assume,  when  all  the  circumstances  are  taken 
into  account. 

We  shall  hope  to  receive  a  share  of  your  business 
as  in  the  past  and  wish  to  tell  you  at  this  time  that 
we  are  indeed  grateful  for  your  patronage. 

Very  truly, 

THE  CREDITOR  COMPANY 

(Signed) 
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IN  his  letter  to  the  creditor,  the  debtor  asks 
for  a  "dating"  of  his  discount  to  the  ioth  of 
the  following  month.  The  credit  manager  in 
his  reply  states  that  by  granting  such  a  privi- 
lege his  own  house  would  be  forced  to  carry 
too  much  of  the  credit  load — a  sound  and  sin- 
cere statement  of  fact. 


THE  DEBTOR  COMPANY 

BUSINESS   CENTER       MASSACHUSETTS 


February  7,  19 — . 
The  Creditor  Company, 
Supply  City, 
Massachusetts. 

Gentlemen : 

We  are  enclosing  our  check  in  the  amount  of  $2.40  in 
compliance  with  your  request  in  your  Letter  of  January 
30th,  in  which  you  kindly  explained  your  discount 
terms. 

As  it  is  impossible  for  us  to  pay  our  bills  within  10 
days  from  date  of  invoice  owing  to  our  accounting 
facilities,  we  have  made  arrangements  with  most  of  our 
creditors  in  your  line  to  pay  the  entire  month's  pur- 
chases on  the  10th  of  the  following  month. 

If  you  desire  to  grant  us  these  terms,  it  will  insure 
your  receiving  your  cheek  promptly  each  month. 
Kindly  advise  us. 

Very  truly  yours, 

Till-;  DEBTOR  COMPANY 

(Signed) 
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THE  CREDITOR  COMPANY 

SUPPLY   CITY  MASSACHUSETTS 


February  9,  19 — . 
The  Debtor  Company, 
Business  Center, 
Massachusetts. 

Gentlemen : 

This  letter  is  in  reply  to  your  letter  of  February  7th 
with  regard  to  your  idea  of  paying  invoices  on  the  10th 
of  the  following  month  and  taking  the  usual  2%  dis- 
count. 

We  have  had  requests  of  this  nature  from  time  to 
time  from  various  houses  throughout  the  country,  for 
the  most  part  large  ones  who  find  it  difficult  to  handle 
their  accounts  and  discount  within  the  10-day  period. 
Up  to  this  time  we  have  not  granted  these  houses  the 
privilege  of  discounting  on  the  10th  of  the  following 
month,  for  the  reason  that  we  are  not  financed  prop- 
erly to  take  on  the  burden  of  extra  loads  that  would 
necessarily  result,  and  that  were  we  to  grant  such  a 
privilege  to  one,  we  would  naturally  have  to  grant  it 
to  all.  If  we  did  so,  we  would  have  to  arrange  for  ad- 
ditional capital  in  order  to  carry  the  load. 

Of  course  if  we  could  buy  our  goods  in  the  same  way 
that  you  suggest,  we  would  not  have  to  carry  the  load. 
But  since  we  cannot,  we  would  naturally  be  at  a  great 
disadvantage,  and  under  a  real  difficulty  in  getting  our 
funds  in  rapidly  enough  to  meet  the  demands  made  on 
us. 

We  are  sure  that  you  will  appreciate  our  position 
in  this  matter. 

Very  respectfully  yours, 

THE  CREDITOR  COMPANY 

(Signed) 
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III.  EXCHANGES  ON  FINANCIAL 
REORGANIZATION 
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THIS  long  exchange  of  correspondence 
on  a  past-due  account  of  several  hundred 
dollars  is  self-explanatory.  But  it  may  facili- 
tate the  reading  of  these  letters  to  review  the 
outstanding  features  of  the  case. 

The  Creditor  Company  pressed  the  Debtor 
Company  for  the  payment  of  a  past-due  ac- 
count. The  Debtor  Company  was  short  of 
funds  and  informed  the  Creditor  Company 
that  it  was  undergoing  a  financial  reorgani- 
zation. The  Creditor  Company  continued 
to  press  its  claim,  when  the  promised  pay- 
ments failed  to  materialize.  The  Debtor 
Company  attempted  to  explain  the  delay  by 
citing  first  the  serious  illness  of  an  officer  of 
the  company,  Mr.  Jones,  whose  signature  was 
necessary  in  connection  with  the  refinancing, 
and  later  the  death  of  Mr.  Smith,  a  director  of 
the  concern.  The  Creditor  Company  virtu- 
ally questioned  the  good  faith  of  the  Debtor 
Company  and  continued  its  pressure.  The 
account  was  finally  paid. 

In  order  not  to  prejudice  the  reader,  the 
authors  have  suspended  their  comments  on 
this  case  to  the  end  of  the  exchange,  and  ask 
the  readers,  as  they  study  these  letters,  to  put 
themselves  into  the  position  of  both  creditor 
and  debtor.  In  studying  these  letters,  close 
attention  must  be  paid  to  the  dates.  Some  of 
the  difficulties  arose  from  the  fact  that  im- 
portant letters  passed  each  other  in  the  mails. 
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THE  CREDITOR  COMPANY 

SUPPLY  CITY  MASSACHUSETTS 


March  8,  19—. 

The  Debtor  Company, 
Business  Center, 
Massachusetts. 

Gentlemen: 

We  cannot  understand  receiving  no  replies  to  our 
letters  asking  you  to  kindly  let  us  have  settlement  for 
the  December  16th  car  #535.  We  are  very  short  of 
funds,  as  we  pay  the  mills  cash  and  give  customers 
sixty  days  from  date  of  invoice.  Our  January  3rd  car 
#321  is  also  now  due  and  we  trust  you  will  include 
a  check  for  this  car  at  the  same  time. 

We  are  getting  quite  a  number  of  cars  forward  Ibis 
week  and  as  we  pay  the  mills  80  per  cent  upon  the 
receipt  of  papers,  it  takes  every  cent  we  can  corral 
and  sometimes  more.  We  have  been  banking  on  getting 
funds  from  you  in  every  mail. 

Have  you  covered  all  of  your  spring  requirements? 
It  looks  as  though  much  higher  prices  would  prevail 
in  the  immediate  future.  We  shall  greatly  appreciate 
a  reply  by  return  mail. 

Yours  very  truly, 

THE  CREDITOR  COMPANY 

(Signed) 
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THE  CREDITOR  COMPANY 

.SUPPLY  CITY  MASSACHUSETTS 


March  12,   19—. 

The  Debtor  Company, 
Business  Center, 
Massachusetts. 

Gentlemen : 

Not  hearing  anything  from  you  in  reply  to  our 
numerous  letters  asking  for  a  check  covering  the  De- 
cember 16th  car  and  also  the  January  3rd  car  which  is 
now  due,  we  were  obliged  to  make  draft  upon  you 
to-day  for  $500.00  on  account. 

Please  do  not  fail  to  honor  this  as  we  do  not  want 
to  turn  the  account  over  to  an  agency  for  collection. 
We  are  sorry  to  say  that  you  have  us  a  little  worried 
by  your  constant  failure  to  acknowledge  our  corre- 
spondence on  the  subject. 

Will  you  also  please  let  us  have  check  by  early  mail 
to  balance  and  greatly  oblige? 

Very  truly  yours, 
THE  CREDITOR  COMPANY 
(Signed) 


THE  DEBTOR  COMPANY 

BUSINESS   CENTER       MASSACHUSETTS 


March  13,  19—. 

The  Creditor  Company, 
Supply  City, 
Massachusetts. 

Gentlemen : 

We  have  not  intentionally  ignored  your  letters  of 
recent  date,  but  Mr.  Jones,  our  president,  has  been 
absent  a  good  deal. 

We  have  been  considerably  annoyed  by  both  in- 
coming and  out-going  embargoes,  with  the  result  thai 
we  had  two  rather  poor  months  with  orders  piled  up 
on  our  books. 

However,  things  have  changed  for  the  better  and  we 
are  making  shipments  more  rapidly.  This  will  ac- 
count in  a  measure  for  the  unusual  slowness  in  paying 
a  few  of  our  bills. 

We  thank  you  for  bearing  so  patiently  with  us  ami 
trust  that  you  will  not  mind  continuing  so  for  a  short 
time  longer. 

We  herewith  enclose  our  check  for  s21(i.()<S  on  ac- 
count as  against  invoice  of  December  16th.  We  will 
watch  the  balance  carefully  and  assure  you  thai  we 
will  surely  be  able  to  Liquidate  all  which  is  past  due. 

Very  truly  yours, 
Till-;  DEBTOR  COMPANY 
(Signed) 


THE  DEBTOR  COMPANY 

BUSINESS  CENTER       MASSACHUSETTS 


March  14,  19—. 

The  Creditor  Company, 
Supply  City, 
Massachusetts. 

Gentlemen : 

Referring  to  your  letter  of  March  8th  to  which  we 
have  already  replied  by  sending  a  check  on  account, 
we  would  ask  that  you  please  refer  to  our  last  order 
and  note  that  you  gave  us  a  dating  of  March  1st.  For 
this  reason  the  account  is  not  yet  past  due.  Please 
verify  this. 

Very  truly  yours, 

THE  DEBTOR  COMPANY 

(Signed) 
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THE  CREDITOR  COMPANY 

SUPPLY  CITY  MASSACHUSETTS 


March  15,  19—. 

The  Debtor  Company, 
Business  Center, 
Massachusetts. 

Gentlemen: 

Your  letter  of  March  14th  has  been  received  and  we 
are  noting  on  our  ledger  that  your  second  car  is  to  be 
dated  as  of  March  1st. 

We  had  overlooked  this.  Please  pardon  our  over- 
sight and  accept  our  thanks. 


Yours  very  truly, 
THE  CREDITOR  COMPANY 
(Signed) 
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THE  CREDITOR  COMPANY 

SUPPLY  CITY  MASSACHUSETTS 


May  9,  19—. 
The  Debtor  Company, 
Business  Center, 
Massachusetts. 

Gentlemen : 

We  must  confess  you  have  us  rather  worried  as  to 
your  account,  since  you  pay  no  attention  to  any  cor- 
respondence relative  to  the  settlement  of  these  old 
items.  We  shall  have  to  draw  on  you  on  Friday,  May 
11th,  for  the  January  3rd  car  on  which  we  gave  you 
the  two  months  extra  dating,  unless  we  receive  your 
check  by  then,  or  your  wire  stating  that  you  are  send- 
ing a  check. 

If  you  did  not  entirely  ignore  us  we  should  feel 
far  more  willing  to  grant  further  extensions.  We  must 
say,  however,  that,  in  view  of  the  fact  that  we  have 
been  so  easy  with  you,  allowing  you  several  months 
overtime  which  you  do  not  seem  to  appreciate,  we  do 
not  like  your  attitude  of  refusing  to  answer  our  letters. 
It  may  be  that  your  very  attitude  is  intended  to  help 
us  by  suggesting  that  we  had  better  hurry  up  and  get 
our  bills  paid  before  it  is  too  late.  If  you  mean  it  in 
this  way,  we  will  certainly  try  to  take  advantage  of 
the  implied  suggestion. 

We  hope  that  you  are  not  having  any  difficulties  and 
wish  to  thank  you  in  any  case  for  the  business  with 
which  you  have  favored  us. 

Yours  very  truly, 
THE  CREDITOR  COMPANY 
(Signed) 
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THE  DEBTOR  COMPANY 

BUSINESS  CENTER       MASSACHUSETTS 


May   10,   19—. 
The  Creditor  Company, 
Supply  City, 
Massachusetts. 

Gentlemen: 

The  lack  of  proper  liason  accounts  for  our  failure  to 
answer  your  recent  letters.  Mr.  Jones  thought  the 
writer  had  cared  for  the  matter  and  vice-versa.  Then 
we  were  both  away,  and  at  different  times. 

Now  the  situation  was  simply  this:  Embargoes  dur- 
ing the  early  part  of  the  year  greatly  handicapped  us. 
You  know  the  situation  as  well  as  we  do.  We  were 
temporarily  tied  up  for  funds  and  have  had  to  do  a 
little  financing.  Our  directors  are  exceedingly  well  to 
do.  We  have  worked  out  a  plan  which  will  bring  us 
in  all  the  funds  necessary.  Everything  is  arranged 
satisfactorily.  It  is  just  a  matter  of  a  week  or  ten 
days. 

Of  course  it  took  a  little  time  to  work  out  the  de- 
tails. The  Jones  Company,  Public  Accountants,  have 
recently  completed  an  audit  which  places  our  assets 
at  $452,000.00  as  against  liabilities  of  $96,000.00,  ex- 
clusive of  capital  stock.  We  show  a  surplus  of 
$200,000.00. 

So  there  is  nothing  to  worry  about,  even  though  Hit 
inventories  were   temporarily   tied   up. 

You  have  been  splendid  about  the  account,  and  we 

do  not  forget  our  friends.  Just    bear   will)    us   a    little 
longer. 

Very  sincerely  yours, 

The  DEBTOR  COMPANY 

(Signed  I 
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THE  CREDITOR  COMPANY 

SUPPLY  CITY  MASSACHUSETTS 


May  11,  19—. 

The  Debtor  Company, 
Business  Center, 
Massachusetts. 

Gentlemen : 

Not  receiving  any  reply  from  you,  we  are  drawing 
on  you  to-day  at  sight  for  the  January  3rd  car  #  321, 
amounting  to  $488.30.  Please  do  not  fail  to  honor  this 
draft  upon  its  presentation. 

Very  truly  yours, 
THE  CREDITOR  COMPANY 
(Signed) 
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THE  CREDITOR  COMPANY 

SUPPLY  CITY  MASSACHUSETTS 

May  11,  19—. 
The  Debtor  Company, 
Business  Center, 
Massachusetts. 

Gentlemen: 

Your  letter  of  May  10th  has  just  been  received  and 
on  the  basis  of  its  contents,  we  are  recalling  the  draft 
deposited  this  morning  for  the  January  car.  We  hope, 
however,  that  you  paid  the  draft  deposited  on  May  2nd 
for  the  December  car,  as  we  were  relying  on  these 
funds.  We  are  taking  up  a  great  deal  of  stock  at 
present  and  paying  the  mills  80%  cash  upon  receipt 
of  papers  in  order  to  get  favorable  prices  for  our 
customers.  Naturally  it  is  very  difficult  to  keep  bal- 
ances up. 

You  state  that  in  a  week  or  ten  days  you  will  have 
the  funds  ready  for  us  and  we  will  therefore  try  to 
wait  until  May  17th.     Please  do  not  disappoint  us. 

Yours  very  truly, 

THE  CREDITOR  COMPANY 

(Signed) 


P.  S.  We  found  we  were  too  late  to  stop  the  draft 
deposited  this  morning  as  it  had  already  gone  forward 
from  our  bank.  We  do  not  wanl  this  drafl  t<>  come 
back  unpaid  as  it  is  not  good  for  our  standing  with  our 
bank  to  put  through  drafts  thai  arc  returned.    We  are 

accordingly  enclosing  a   letter   In   the  bank   ;il    Business 

Center,  through  which  this  drafl  may  he  presented, 
authorizing  them  to  hold  the  draff  \<>y  payment  not 
later  than  May  21st  before  returning  it.  In  other  words, 
they  will  make  the  draft  read  ten  days  si^hl.  which  Wfl 
trust  will  be  satisfactory  with  you. 
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THE  CREDITOR  COMPANY 

SUPPLY  CITY  MASSACHUSETTS 

May  18,  19—. 
The  Debtor  Company, 
Business  Center, 
Massachusetts. 

Gentlemen : 

We  received  to-day  our  draft  on  you  of  $302.62 
returned  unpaid.  Please  write  us  by  return  mail 
without  fail  whether  or  not  we  shall  redeposit  on 
Monday  the  21st,  the  draft  for  this  $300,  covering  the 
balance  of  the  December  car  plus  interest  to  date  of 
payment.  We  are  contemplating  doing  this  because 
you  promised  us  that  our  account  would  surely  be 
settled  by  May  21st.  We  hope,  however,  that  your 
reply  will  be  in  the  form  of  a  check  for  this  December 
car,  which  with  interest  to  May  21st  would  amount  to 
$302.62. 

Please  also  let  us  know  by  return  mail,  without  fail, 
whether  you  are  paying  on  Monday  the  21st,  as  you 
promised,  our  other  draft  for  the  January  car,  which 
we  extended  for  ten  days  in  accordance  with  your 
request. 

We  understand  that  your  continued  ignoring  of  our 
previous  correspondence  was  not  intentional,  but  due 
to  misunderstanding  in  your  office  as  to  who  was 
handling  this  account.  Please  do  not  let  this  happen 
in  the  present  instance,  as  we  are  relying  upon  you 
for  funds  at  this  time.  We  are  using  every  cent  we 
can  get  at  present  to  pay  the  80  per  cent  in  advance 
on  our  unusually  large  spruce  purchases  from  the  mills. 

We  are  glad  to  note  that  you  appreciate  our  leni- 
ency regarding  these  accounts,  but  we  cannot  feel 
that  our  continued  and  almost  daily  correspondence 
should  have  been  ignored  as  it  was,  and  cannot  under- 
stand how  so  many  letters  could  have  received  no 
replies.  We  do  not  believe  that  if  these  letters  had 
contained  orders  for  your  product  or  checks  for  your 
account  that  they  would  have  received  similar  treat- 
ment. 

Thanking  you  for  a  reply  by  return  mail,  we  beg  to 
remain, 

Yours   very  truly, 

THE  CREDITOR  COMPANY 

(Signed) 
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THE  CREDITOR  COMPANY 

SUPPLY  CITY  MASSACHUSETTS 

May  23,  19— . 
The  Debtor  Company, 
Business  Center, 
Massachusetts. 

Gentlemen : 

We  received  to-day  our  returned  draft  of  May  11th 
for  $488.30,  for  which  we  sent  you  a  letter  authorizing 
the  Business  Center  Bank  to  make  this  draft  ten  days 
sight.  This  letter  to  the  bank,  you  will  recall,  was 
written  as  a  result  of  your  communication  of  May  10th, 
promising  to  give  us  these  funds  for  the  December  car 
and  also  the  January  car  within  a  week  to  ten  days 
thereafter.  We  wrote  you  upon  receipt  of  return  of 
our  draft  for  the  December  car  asking  if  you  would, 
as  you  previously  promised,  pay  for  this  by  May  21st, 
but  we  received  no  reply  from  you,  which  makes  us 
fear  that  your  silence  is  not  entirely  accidental.  We 
want  to  be  as  lenient  as  possible,  and  yet  we  do  not 
like  to  feel  that  you  are  taking  advantage  of  us  in  this 
respect. 

We  will  still  let  the  January  car  run  along  a  few 
days,  but  you  surely  can  let  us  have  by  now  the  pay- 
ment for  the  balance  of  the  December  car,  since  you 
promised  this  to  us  by  May  17th — the  20th  at  the 
latest.  Please  do  not  fail,  therefore,  lo  send  to  us  by 
return  mail  your  check  for  the  $300  balance  on  the 
December  car,  plus  interest  which  amounts  to  $3.62 
up  to  May  21st.  We  shall  be  obliged  to  turn  this 
account  over  to  the  collection  department  of  the  Wil- 
liams Company  unless  payment  is  received  for  the 
December  car  immediately. 

We  hope  you  will  also  let  us  have,  by  return  mail, 
the  check  for  the  January  car  of  $488.30  plus  interest 
from  May  1st,  since  you  promised  us  on  Ma\  10th  thai 
you  would  send  this  surely  by  the  17th  to  the  20th  of 
May. 

We  are  very  glad  thai  you  appreciate  our  leniency, 
but  we  would  like  you  to  know  thai  if  we  had  received 
replies  to  our  letters  to  you  we  should  have  fell  much 
more  favorably  disposed.  We  realize  that,  as  you  say, 
there  is  no  cause  for  anxiety,  and  trust  that  you  will 
not  fail  us  by  return  mail,  at  least  with  the  balance  <»r 
the  December  car. 

Yours  verj   lrul\ , 
THE  CREDITOR  COMPANY 
(Signed) 
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THE  DEBTOR  COMPANY 

BUSINESS  CENTER       MASSACHUSETTS 


May  24,  19—. 
The  Creditor  Company, 
Supply  City, 
Massachusetts. 
Gentlemen : 

Your  letter  of  the  23rd  makes  us  feel  more  keenly 
how  disappointed  we  are  in  our  inability  to  keep  the 
time  limit  as  suggested  in  our  letter  of  May  10th. 

You  know  the  story  about  bad  luck  coming  in 
bunches.  When  we  wrote  our  last  letter,  we  had  just 
called  a  meeting  to  conclude  final  arrangements  for 
bringing  $200,000.00  into  the  company.  We  herewith 
quote  from  our  fiscal  agent's  last  letter: 

"In  accordance  with  our  telephone  conversation  of 
yesterday  we  have  been  able  to  work  out  a  plan  with 
one  of  the  local  banks  whereby  you  will  be  extended 
a  loan  of  $100,000.00,  which  is  to  be  secured  by  an 
issue  of  first  mortgage  bonds  to  the  extent  of  $150,- 
000.00.  This  arrangement  is  contingent  upon  the 
investment  by  your  present  stockholders  of  $50,000.00 
or  thereabout." 

As  suggested  above,  our  directors  have  pledged  the 
necessary  money  to  start  things  rolling  as  per  the 
above  plan.  A  meeting  was  called  to  cover  the  details. 
Two  days  after  our  last  letter,  Mr.  Jones  was  taken 
seriously  ill.  We  had  to  postpone  the  meeting.  We 
could  not  get  his  proxy  as  the  doctors  said  he  must 
not  think  about  business  for  a  few  days.  The  reports 
concerning  his  condition  are  very  favorable.  We  are 
sure  that  our  progress  will  be  hindered  but  a  short 
time. 

We  have  already  stated  that  there  is  nothing  to 
worry  about.  We  could  close  our  plant  tomorrow, 
sell  out  for  twenty  cents  on  the  dollar,  and  pay  you 
one  hundred  cents  for  every  dollar  of  indebtedness. 
For  you  to  press  this  matter  in  the  face  of  Mr.  Jones' 
illness  would  not  be  good  business  or  even  common- 
place humanity.  Let  us  all  fight  for  him,  not  against 
him.  It  is  dollars  and  cents  in  our  pockets  to  do  so. 
You  are  the  only  one  who  is  trying  to  crowd  us.  You 
don't  need  to.  We  are  going  to  take  care  of  you.  But 
for  a  short  time  be  patient.  Help  us  in  our  plans.  Do 
not  hinder  us. 

Very  sincerely  yours, 
THE  DEBTOR  COMPANY, 
(Signed) 
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THE  CREDITOR  COMPANY 

SUPPLY  CITY  MASSACHUSETTS 


May  26,  19—. 

The  Debtor  Tompany, 
Business  Center, 
Massachusetts. 

Gentlemen : 

We  still  have  received  no  reply  from  you,  nor  any 
check,  as  you  promised  us  on  May  10th  would  be  forth- 
coming by  the  17th  to  the  20th.  It  is  very  evident  to 
us  that  your  continued  ignoring  of  our  requests  for 
the  past  several  months  was  not  due  to  accident,  as 
you  state.  We  have  a  letter  written  to  The  Williams 
Company,  instructing  them  to  see  this  matter  to  a 
speedy  conclusion  but  will  wait  until  Monday  before 
we  send  it.  You  will  thus  have  a  chance  to  wire  us 
in  case  you  are  sending  a  check  in  full  with  interest. 

Yours  very  truly, 
THE  CREDITOR  COMPANY 
(Signed) 
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THE  CREDITOR  COMPANY 

SUPPLY  CITY  MASSACHUSETTS 


June  8,  19 — . 

The  Debtor  Company, 
Business  Center, 
Massachusetts. 

Dear  Sirs: 

We  do  not  feel  that  you  are  treating  us  right  in  the 
matter  of  the  long  past-due  account.  Two  weeks  have 
passed  with  no  word  from  you,  although  you  told  us 
by  long  distance  phone  and  letter  that  it  would  only 
be  a  few  days  before  you  would  settle  this  old  account. 

The  first  car  was  shipped  you  December  16,  19 — , 
and  it  does  not  seem  possible  that  you  have  paid 
nobody  for  any  material  purchased  since  that  date.  If 
you  have,  it  was  not  fair  to  us. 

Many  times  during  the  last  six  months  you  have 
written  us  that  you  have  sufficient  assets  to  pay  all  of 
your  creditors  five  times  over  and  that  we  have  noth- 
ing to  worry  about.  Nevertheless,  we  are  worrying, 
since  with  such  large  assets  there  must  be  something 
radically  wrong  if  you  cannot  settle  for  at  least  the 
balance  due  on  the  December  car. 

If  you  will  let  us  have  a  check  by  return  mail  for  the 
above  amount,  we  will  feel  more  like  letting  settlement 
for  the  second  car  rest  a  little  longer. 

Very  truly  yours, 
THE  CREDITOR  COMPANY 
(Signed) 
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THE  DEBTOR  COMPANY 

BUSINESS  CENTER       MASSACHUSETTS 


June  12,  19—. 

The  Creditor  Company, 
Supply  City, 
Massachusetts. 

Gentlemen : 

We  have  your  letter  of  June  8th. 

We  herewith  enclose  our  check  for  $300.00  to  bal- 
ance in  full  the  invoice  of  December  16th,  19 — . 

We  think  that  we  will  have  good  news  for  you 
shortly.  We  appreciate  your  extreme  courtesy  and  are 
certainly  sorry  that  we  have  had  to  keep  you  waiting  so 
long. 

Very  truly  yours, 

THE   DEBTOR    COMPANY 

(Signed) 
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THE  CREDITOR  COMPANY 

SUPPLY  CITY  MASSACHUSETTS 


June  15,  19—. 
The  Debtor  Company, 
Business  Center, 
Massachusetts. 

Gentlemen : 

We  are  beginning  to  feel  that  you  are  trying  to  take 
advantage  of  our  being  so  lax  in  our  collections  from 
you.  You  made  us  a  definite  promise  on  May  10th  to 
pay  last  year's  bill  at  least  by  May  20th,  and  we 
believed  you;  then  when  we  talked  with  you  the  early 
part  of  June  you  said  you  would  have  matters  fixed 
in  a  day  or  two  so  that  you  would  let  us  have  a  check 
in  full  within  a  few  days.  We  are  now  beginning  to 
feel  that  you  are  merely  using  these  arguments  to  keep 
us  waiting,  as  otherwise  there  would  be  no  object  in 
your  making  such  definite  promises  only  to  be  broken. 
You  at  least  owe  us  a  letter  by  return  mail  in  reply  to 
our  recent  letters  to  you  and  we  cannot  bring  our- 
selves to  believe  that  you  have  not  paid  for  anything 
you  have  purchased  during  19 — .  If  you  have  paid 
for  anything  purchased  during  the  present  year,  it 
has  been  an  injustice  to  us  and  we  cannot  understand 
why  you  pick  us  out  as  the  ones  to  be  neglected  and 
pay  your  other  creditors. 

We  certainly  think  that  you  should  be  able  to  rake 
up  $300,  plus  interest  to  settle  the  December  car  at 
once.  Please  try  to  give  us  this  check  at  least,  by 
return  mail,  even  if  you  cannot  pay  for  the  January 
car.  In  your  reply  please  state  whether  you  have  paid 
other  people  for  purchases  later  than  our  December, 
19 — ,  car. 

Yours  very  truly, 

THE  CREDITOR  COMPANY 

(Signed) 
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THE  DEBTOR  COMPANY 

BUSINESS  CENTER       MASSACHUSETTS 


June  18,  19—. 

The  Creditor  Company, 
Supply  City, 
Massachusetts. 

Gentlemen : 

We  are  very,  very  sorry  that  you  found  it  neces- 
sary to  write  as  you  did  on  June  15th.  The  writer 
ordered  the  account  paid  on  June  12th,  as  you  will 
see  by  the  enclosed  letter.  However,  inadvertently 
this  letter  did  not  go  out  due  to  the  fact  thai  we  have 
been  rather  upset  here  on  account  of  the  death  of  our 
beloved  friend  and  Director,  Mr.  Smith,  whom  we 
buried  last  Thursday.  We  know  that  you  will  join 
with  us  in  grief  over  our  loss. 

Unforeseen  circumstances  of  this  kind,  quite  beyond 
our  control,  have  delayed  our  re-financing  plans.     We 

know  that  the  delay  is  only  temporary  and  thank  you 
for  your  extreme  patience  and  co-operation. 

With  sincere  best  wishes,  we  remain. 

Very  trulj   yours, 

THE    DEBTOR    COMPANY 

(Signed) 


THE  CREDITOR  COMPANY 

SUPPLY  CITY  MASSACHUSETTS 


June  19,  19—. 
The  Debtor  Company, 
Business  Center, 
Massachusetts. 

Gentlemen : 

We  must  ask  you  to  say  something  in  reply  to  our 
recent  correspondence.  This  is  due  us  in  human 
decency  if  for  no  other  reason.  We  feel  that  you  are 
stringing  us  along  with  one  excuse  or  another  and 
laughing  at  us  for  the  confidence  we  have  placed  in 
you. 

You  promised  us  absolutely  to  have  funds  in  our 
hands  by  May  20th,  or  earlier,  for  both  the  19 —  car 
and  the  January,  19 — ,  car.  You  promised  us  the  first 
of  June  that  these  bills  would  surely  be  paid  a  few 
days  thereafter,  whereupon  we  did  not  send  to  the 
collection  department  our  letter  that  we  had  prepared. 
Now  you  refuse  to  answer  us  at  all. 

We  can  let  this  matter  stand  no  longer.  If  you  had 
shown  the  right  spirit,  we  should  have  felt  entirely 
differently  about  it.  We  cannot  make  out  in  our  own 
minds  whether  you  are  giving  us  the  full  situation, 
and  unless  we  have  something  definite  and  absolute 
from  you  by  return  mail,  we  shall  have  to  turn  this 
whole  matter  over  to  our  attorney,  with  instructions 
to  bring  some  pressure  to  bear. 

We  cannot  understand  why  you  should  pay  others 
for  material  purchased  in  19 —  and  still  refuse  to  pay 
us  for  purchases  we  shipped  you  last  year.  Please 
send  a  check  to  balance  the  19 —  car  at  least,  by 
return  mail  without  fail.  We  cannot  wait  any  longer 
on  your .  promises  which  you  made  in  writing  last 
month  assuring  us  that  you  would  have  these  funds 
in  our  hands  by  May  20th. 

Yours  very  truly, 
THE  CREDITOR  COMPANY 
(Signed) 
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BUSINESS   CENTER       MASSACHUSETTS 


June  21,  19—. 

The  Creditor  Company, 
Supply  City, 
Massachusetts. 

Gentlemen : 

We  cannot  understand  or  appreciate  your  letter  of 
June  19th,  as  we  have  already  sent  you  the  check  in 
question.  Furthermore,  we  have  been  very  consistent 
in  answering  all  of  your  letters. 

You  speak  of  human  decency — we  know  all  about 
that  for  of  all  our  creditors  you  alone  have  taken  an 
attitude  unfriendly  to  the  immediate  situation. 

Are  we  "laughing  at  you?"  No,  indeed,  we  have 
been  too  busy  praying  to  God  Almighty  to  spare  the 
life  of  our  Mr.  Jones  and  our  beloved  Director,  Mr. 
Smith,  whom  in  His  Infinite  Wisdom  lie  has  taken 
from  us. 

When  you  face  the  agony  of  these  things  you  would 
know  that  business,  as  compared  with  life,  IS  small 
after  all. 

You  shall  have  your  money.  Part  of  ii  has  already 
gone  the  rest  of  M  will  go  soon,  wv  will  take  care 
of  you  ahead  of  everybody  else,  which  seems  to  be 
your  desire. 

Very  truly  yours, 

THE    DEBTOR    COMPANY 

(Signed) 
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THE  CREDITOR  COMPANY 

SUPPLY  CITY  MASSACHUSETTS 


July  12,  19—. 

The  Debtor  Company, 
Business  Center, 
Massachusetts. 

Gentlemen : 

Have  you  now  got  your  new  financing  completed, 
which  you  outlined  in  your  letter  of  May  24th?  If  so, 
will  you  kindly  let  us  have  a  check  for  the  January 
car  in  accordance  with  our  July  2nd  statement?  We 
are  very  much  in  need  of  funds,  and  will  appreciate 
your  early  attention  to  the  matter. 

We  were  certainly  very  much  distressed  to  learn  of 
the  death  of  your  Mr.  Smith,  and  trust  that  Mr.  Jones 
is  now  entirely  well  again. 

We  do  not  want  to  seem  to  press  you  unduly  and 
hope  you  appreciate  our  waiting  so  long  on  this 
account.  We  make  it  a  rule,  however,  to  pay  all  mills 
80  per  cent  in  advance,  in  order  to  procure  favorable 
prices  for  our  customers.  This  keeps  us  short  of 
funds,  as  we  give  our  customers  terms  of  60  days  from 
date  of  invoice.  The  mills  have  been  behind  on  orders, 
owing  to  weather  conditions  and  car  supply,  but  at 
present  all  the  mills  seem  to  be  shipping  at  once.  As 
we  pay  80  per  cent  upon  receipt  of  each  shipping 
paper,  this  is  taking  all  the  funds  we  can  possibly  get 
in.  Won't  you  kindly  send  us,  accordingly,  your 
check  by  return  mail  and  greatly  oblige, 

Yours  very  truly, 
THE  CREDITOR  COMPANY 
(Signed) 
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THE  DEBTOR  COMPANY 

BUSINESS   CENTER       MASSACHUSETTS 


July  13,  19—. 

The  Creditor  Company, 
Supply  City, 
Massachusetts. 

Gentlemen : 

We  appreciate  your  courteous  letter  of  July  12th. 

We    herewith    enclose    our    check    for    $200.00    and 
request  that  you  please  apply  this  against  our  account. 

Very  truly  yours, 
THE   DEBTOR    COMPANY 
(Signed) 
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THE  DEBTOR  COMPANY 

BUSINESS   CENTER       MASSACHUSETTS 


August  28,  19—. 

The  Creditor  Company, 
Supply  City, 
Massachusetts. 

Gentlemen : 

We  enclose  herewith  our  check  for  $288.30  to  bal- 
ance in  full  your  invoice  of  January  2,  19 — .  This,  to- 
gether with  our  check  for  $200.00,  sent  on  July  13th, 
will  balance  the  invoice  of  January  2nd. 

We  thank  you  for  past  favors. 

Very  truly  yours, 
THE   DEBTOR    COMPANY 
(Signed) 


HIS  closed  the  transaction. 
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REVIEWING  these  letters,  it  seems  to  the 
authors  that  the  debtor,  though  not  ioo 
per  cent  diligent  in  writing  explanations  for 
his  failure  to  send  checks  on  the  dates  prom- 
ised (how  many  debtors  are?),  "came  across 
far  cleaner"  than  most  debtors  do.  Unfortu- 
nately his  explanations,  though  true,  did  not 
seem  plausible  to  the  creditor,  which  was  no 
fault  of  the  debtor.  At  first  glance,  it  would 
appear  that  the  creditor  might  be  excused  for 
not  accepting  the  explanations  at  their  face 
value  and  for  pressing  a  customer  at  a  time- 
when  pressing  could  only  antagonize.  But 
the  creditor  was  certainly  at  fault  when,  not 
believing  the  debtor,  he  failed  to  check  the 
debtor's  story.  Letters  to  other  creditors,  or 
to  local  banks  or  attorneys,  would  quickly 
have  confirmed  or  refuted  the  statements  of 
the  debtor.  Quite  apart  from  this  serious 
dereliction,  the  credit  man  in  tins  instance 
used  throughout  a  poor  collection-letter  psj 
chology,  as  a  study  of  the  letters  shows. 
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THIS  exchange  of  letters  might  well  be 
read  and  compared  with  the  long  ex- 
change preceding.  The  debtor  concerns  in 
both  cases  were  undergoing  a  are-financing 
program."  The  creditor  in  the  present  in- 
stance, however,  learned  of  the  plans  through 
trade  channels  and  adjusted  his  collection 
policy  accordingly,  with  highly  satisfactory 
results.  In  January  of  the  new  year,  the  ac- 
count was  in  good  shape. 
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THE  CREDITOR  COMPANY 

SUPPLY  CITY  NEW  YORK 


Oct.  22,  19—. 
The  Debtor  Company, 
Business  Center, 
New  Jersey. 

Attention  Mr.  Brown,  Treasurer. 
Gentlemen : 

We  have  received  several  reports  lately  regarding 
your  present  financial  condition,  and  we  gather  from 
these  reports  that  your  financial  matters  will  soon  be 
in  a  better  condition  than  they  have  been  for  some 
time. 

You  have,  no  doubt,  been  very  busy  during  the  nego- 
tiations and  we  can  well  understand  why  our  June 
and  August  balances,  totaling  $10,207.86,  have  not 
been  paid. 

Knowing  the  situation,  we  have  not  pressed  you  for 
settlement  up  to  this  time,  but  we  now  feel  thai  in 
view  of  our  co-operating  with  you,  we  are  entitled  l<> 
reciprocity.  If  you  cannot  make  full  payment  at  this 
time,  we  trust  you  will  at  least  favor  us  with  :i  check 
for  the  June  invoice,  $2,004.45,  and  the  two  Vugusl 
1st  items,  leaving  the  August  2<Sth  and  September  23rd 
invoices  still  open. 

The  management   is  pressing  us  for  settlement  of  all 
past-due  accounts   and   we,   therefore,   urge   thai    you 
favor   us   with   the   same   consideration    we   have   ex 
tended  to  you. 

Yours  verj   iiul\ . 

Till:  CREDITOR  COMP  IW 

(Signed) 
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THE  DEBTOR  COMPANY 

BUSINESS  CENTER       NEW  JERSEY 


October  24,  19—. 

• 

The  Creditor  Company, 
Supply  City, 
New  York. 

Gentlemen : 

We  are  in  receipt  of  your  favor  of  October  22nd 
relative  to  our  account.  In  reply,  we  beg  to  state 
that  we  expect  tot  forward  you  a  remittance  within 
the  next  ten  days  to  two  weeks,  which  we  hope  will 
be  satisfactory. 

For  your  information,  we  made  a  proposition  to  the 
holders  of  our  Three  Year  Seven  Percent  Gold  Notes, 
as  per  copy  of  letter  enclosed  herewith.  The  Notes 
are  being  deposited  in  a  very  satisfactory  manner,  and 
there  is  no  doubt  that  they  will  come  in  100  per  cent. 
We  have  had  a  meeting  of  our  stockholders  and  the 
entire  plan  has  been  approved  by  them.  We  thought 
that  this  information  would  be  of  interest  to  you. 

Yours  very  truly, 

THE   DEBTOR   COMPANY 


(Signed) 
Treasurer. 
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THE  CREDITOR  COMPANY 

SUPPLY  CITY  NEW  YORK 


November  1,  19 — . 
The  Debtor  Company, 
Business  Center, 
New  Jersey. 

Attention  Mr.  Brown,  Treasurer. 
Gentlemen : 

Thank  you  for  your  letter  of  October  24th. 
We  are  very  glad  to  learn  of  the  progress  made  on 
your   financing  plan,   and  trust  that  -we  may   receive 
a  substantial  remittance  within  the  next  ten  days. 
Yours  very  truly, 
THE  CREDITOR  COMPANY 
(Signed) 


THE  DEBTOR  COMPANY 

BUSINESS  CENTER       NEW  JERSEY 

November  7,  19 — . 
The  Creditor  Company, 
Supply  City, 
New  York. 

Gentlemen : 

We  enclose  our  check  for  $2,004.25  in  settlement  of 
your  June  account,  and  lake  this  opportunity  of 
expressing  our  appreciation  of  the  courtesy  you  have 
extended  to  us  in   regard   to  this  matter. 

In  your  letter  of  October  22nd,  you  referred  to  the 
new  financing  which  we  are  doing.     For  your  Infor 
matipn,  the  Note  Holders  are  depositing  their  Notes 
in  a  very  satisfactory  manner,  and  there  is  no  ques 

tion  but   that    Ihe   plan   as  outlined    will    he  adopted. 
If    you    will    hear    with    us    for    ;i    lime    longer,    JTOUT 

account  will  he  brought  into  proper  shape.     We  hope 
in  the  near  future  to  be  in  a  position  i«»  discounl  all 
bills. 
Again  thanking  you  for  your  kindness,  we  are, 

Yours  \  «r\  trulj . 

Tin:    DEBTOR    COMPAN\ 

ned  > 
Treasurer. 
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THE  CREDITOR  COMPANY 

SUPPLY  CITY  NEW  YORK 


December  11,  19 — . 

Mr.  Brown,  Treasurer, 
The  Debtor  Company, 
Business  Center, 
New  Jersey. 

Dear  Mr.  Brown: 

May  we  refer  to  your  letter  of  November  15th. 

No  doubt  you  would  have  sent  us  your  check  on  the 
August  account  before  November  30th  if  you  could 
have  possibly  done  it.  We  know  that  you  are  anxious 
to  bring  your  account  up  to  date,  and  realizing  this, 
we  have  been  glad  to  co-operate  with  you  as  far  as 
possible. 

We  are  writing  to  you  at  this  time  as  you  probably 
make  payments  on  the  15th  of  the  month,  and  we 
should  very  much  like  to  have  you  include  our  name 
among  those  creditors  to  receive  a  check. 

The  Treasury  Department  has  urged  the  Credit 
Department  to  make  a  strong  effort  this  month  to 
bring  up  to  date  as  many  accounts  as  possible  before 
the  year  is  over.  I  want  you  to  consider  this  letter 
in  the  nature  of  a  personal  appeal,  and  ask  that  you 
favor  me  with  your  assistance,  as  a  check  for  at  least 
the  August  balance  will  help  tremendously. 

Yours  very  truly, 
THE  CREDITOR  COMPANY 
(Signed) 


298 


THE  DEBTOR  COMPANY 

BUSINESS  CENTER       NEW  JERSEY 


December  12,  19 — . 
The  Creditor  Company, 
Supply  City, 
New  York. 

Gentlemen : 

I  appreciate  more  than  I  can  tell  you  the  contents 
of  your  letter  of  December  11th,  as  well  as  the  spirit 
in  which  it  was  written. 

We  had  an  issue  of  Three  Year  Gold  Notes,  maturing 
February  1,  1924,  in  the  amount  of  $1,439,000.00.  Sev- 
eral months  ago  we  requested  the  holders  of  these  Notes 
to  deposit  them  with  the  Bank  of  Business  Center,  on  or 
before  December  1,  19 — ,  and  receive  in  lieu  thereof 
a  cash  pay-down  of  $200.00  per  Note,  and  a  L5-Year 
Mortgage  Bond  for  the  balance  in  the  denomination  of 
$900.00.  I  am  very  glad  to  report  that  the  Noteholders 
deposited  one  hundred  per  cent.  They  were  paid 
their  $200.00  per  Note  and  the  securities  were  ex- 
changed on  December  1st. 

I  think  you  will  agree  with  me  that  this  has  been  a 
very  constructive  step,  for  the  reason  that  it  converts 
a  short-term  obligation  into  one  extending  over  a 
period  of  fifteen  years. 

We  are  now  progressing  with  Step  No.  2  in  our 
refinancing  plan,  which  will  give  us  sufflcienl  work 
ing  capital  to  discount  our  hills  in  the  future,  but  it 
will  require  from  thirty  to  sixty  days  to  accomplish 
this.  In  the  meantime,  it  is  my  purpose  l<>  forward 
you  a  check  from  time  to  time  even  though  the  amount 
be  small,  until  we  receive  the  additional  working  cap 
ital.  If  you  will  co-operate  with  us  a  short  time 
longer,  as  you  have  so  loyally  done  in  tin-  past,  it  will 
be  of  great  assistance  and  very  much  appreciated. 

Hoping,  under  the  circumstances,  thai  you  will 
comply  with  our  request   ami   thanking   you   for  the 

many  courtesies  extended  in  the  past,  I  am. 
Yours  vcr\    tnil\  , 

THE    DEBTOB    COMPANY 

ncd) 

Treasui  i 
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ANOTHER  interesting  exchange  with  a 
debtor  concern  that  was  undergoing  a 
financial  reorganization.  The  account  was 
balanced  in  January. 
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THE  CREDITOR  COMPANY 

SUPPLY  CITY  LOUISIANA 


December  4,  19 — . 

The  Debtor  Company, 
Business  Center, 
Texas. 

Gentlemen : 

We  were  certainly  more  than  surprised  to  receive 
your  third  renewal  note  with  your  letter  of  November 
30th.  We  had  already  deposited  the  note  due  Novem- 
ber 30th,  as  we  had  received  no  word  from  you  that 
it  was  to  be  renewed. 

While  we  know  you  appreciate  our  courtesy  in 
carrying  your  account  since  the  early  part  of  this  year, 
you  no  doubt  can  appreciate  our  desire  to  balance  your 
account,  or  at  least  substantially  reduce  it. 

In  reference  to  this,  we  desire  to  suggesl  thai  if  you 
are  not  able  to  meet  this  note  in  full,  you  favor  us  with 
at  least  $1500,  and  a  new  note  for  $5000,  due  on  De- 
cember 29th. 

We  are  making  this  request  as  we  should  like  \n  \ 
much  to  balance  all  our  outstanding  notes  before  the 
first  of  January,  19 — . 

The  note  dated  November  30th   is  enclosed,  and    we 

shall  appreciate  a  settlement  as  outlined  above. 

Yours  very  tiul\ . 

THE  CREDITOR  COMPANY 
(Signed) 
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THE  DEBTOR  COMPANY 

BUSINESS  CENTER  TEXAS 


December  6,  19 — . 
The  Creditor  Company, 
Supply  City, 
Louisiana. 
Gentlemen: 

The  writer  has  your  letter  of  December  4th  return- 
ing our  30-day  note  covering  the  amount  which  is 
owing  you  and  we  note  very  carefully  what  you  write. 
We  know  that  you  are  disappointed,  but  not  any  more 
so  than  we  ourselves  that  we  were  unable  to  send  you 
a  check  instead  of  a  renewal  note. 

We  can  only  say  at  this  time  that  we  are  doing  all 
we  can  to  hurry  our  negotiations  for  additional 
financing  which  will  enable  us  to  carry  on  our  business 
in  a  proper  manner  and  pay  our  bills  when  due.  Our 
negotiations  are  of  a  substantial  nature  and  we  believe 
we  have  good  prospects  of  getting  on  our  feet  in  the 
near  future.  The  writer  explained  personally  to  Mr. 
Green  a  few  days  ago  when  he  was  in  Pittsburgh,  what 
we  were  doing,  and  has  also  been  trying  to  keep  Mr. 
Brown  posted. 

Please  bear  with  us  as  much  as  you  can  and  realize 
that  we  have  had  to  do  a  great  deal  more  experi- 
mental work  than  we  ever  anticipated  in  the  begin- 
ning, and  that  we  have  had  some  charges  and  ex- 
penses against  us  which  have  been  hard  to  bear.  We 
feel  that  we  have  made  some  very  wonderful  progress 
in  the  past  two  to  three  months  arid  that  it  is  now 
only  a  matter  of  getting  in  the  additional  funds  which 
will  enable  us  to  go  right  ahead. 

It  has  been  very  humiliating,  indeed,  to  the  writer 
to  be  obliged  to  ask  for  so  many  extensions  and  so 
much  patience  on  your  part,  but  we  have  not  been  able 
to  help  ourselves,  and  our  negotiations  have  dragged 
far  more  slowly  than  we  anticipated. 

We  are  taking  the  liberty  of  returning,  herewith, 
our  note  with  the  request  that  you  accept  it;  should 
we  get  in  some  money  between  now  and  the  time  it 
is  due,  you  may  rest  assured  that  we  will  send  you  a 
check  on  account. 

Very  truly  yours, 
THE  DEBTOR  COMPANY 
(Signed) 
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THE  CREDITOR  COMPANY 

SUPPLY  CITY  LOUISIANA 


December  10,   19 — . 

The  Debtor  Company, 
Business  Center, 
Texas. 

Gentlemen : 

This  refers  to  yours  of  the  6th,  returning  the  30-day 
note. 

While  we  appreciate  your  position,  we  expected  that 
you  would  send  us  several  thousand  dollars  at  this 
time.  However,  we  are  taking  the  note,  and  as  you 
state  in  the  fifth  paragraph  of  your  letter,  if  you  do 
secure  some  money  between  now  and  the  30th,  we 
trust  you  will  favor  us  with  a  remittance. 

In  this  connection,  are  we  to  understand  thai  your 
available  cash  has  all  been  used  up  in  experimenting, 
and  in  building  your  plant?  Also,  do  you  mind  letting 
us  know  just  what  your  other  creditors  arc  doing  on 
their  accounts? 

Yours  very  truly, 

Till-:  CREDITOR  COMPANY 

(Signed) 


303 


THE  DEBTOR  COMPANY 

BUSINESS  CENTER  TEXAS 


December  11,  19—. 
The  Creditor  Company, 
Supply  City, 
Louisiana. 

Gentlemen : 

We  have  your  letter  of  the  10th  and  wish  to  thank 
you  for  accepting  our  30-day  note  to  cover  our  account 
with  you.  You  may  rest  assured  that  in  the  event  we 
do  secure  some  money  between  now  and  the  due  date, 
we  will  not  wait  but  will  send  you  some  immediately. 

In  answer  to  the  last  paragraph  of  your  letter,  your 
understanding  is  correct.  Our  available  cash  has  all 
been  put  into  plant,  equipment,  experimenting,  and 
development.  Needless  to  say  it  has  been  a  very  costly 
proposition,  since  we  have  had  to  do  more  experiment- 
ing than  we  ever  anticipated,  and  that  is  one  of  the 
main  reasons  why  we  are  in  our  present  position. 
Even  so,  we  do  not  believe  that  our  expenditures  have 
been  excessive  when  we  consider  the  results  and  prog- 
ress we  have  made. 

With  regard  to  our  other  creditors,  first  let  us  say 
that  you  are  our  largest;  the  others,  like  yourselves, 
have  been  very  kind  and  considerate,  and  have  not 
pushed  us  any  more  than  to  keep  in  constant  touch. 
The  writer  is  doing  everything  possible  within  his 
power  to  better  the  situation,  and  in  view  of  the  fact 
that  we  are  in  the  holiday  season,  it  is  doubtful 
whether  anything  tangible  can  be  accomplished  before 
the  1st  of  January. 

However,  we  are  endeavoring  to  complete  negotia- 
tions at  the  earliest  possible  moment  and  will  keep 
you  posted. 

Yours  very  truly, 

THE  DEBTOR  COMPANY 

(Signed) 
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IV.  EXCHANGES  OF  THE  BUSINESS  SERVICE 

KIND 
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AN  exchange  showing  the  close  relation- 
ship which  may  exist  between  a  frank 
analysis  of  a  debtor's  statement  and  the  col- 
lection of  his  past-due  account.  An  exchange 
of  the  Business  Service  kind. 
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THE  CREDITOR  COMPANY 

SUPPLY  CITY  CALIFORNIA 


February  15,  19 — . 

The  Debtor  Company, 
Business  Center, 
Iowa. 

Gentlemen : 

We  want  to  thank  you  for  sending  us  your  financial 
statement,  which  we  requested  in  our  letter  of  Janu- 
ary 26th.  You  have  not  yet  sent  us  a  payment  for  the 
invoices  of  September,  October  and  November  tliat 
are  past  due  on  your  account.  These  total  $103.47 
and  we  would  like  very  much  to  receive  a  remittance 
for  them. 

With  reference  to  your  statement,  I  would  like  the 
privilege  of  telling  you  just  how  it  impresses  me.  In 
the  first  place  with  47  per  cent  of  your  business  on 
credit,  which  would  mean  $1500  a  month,  yon  have 
your  accounts  apparently  in  remarkable  shape, 
because  you  have  only  a  little  over  two  months  volume 
credit  business  on  your  books.  This  is  a  much  better 
showing  than  the  average  retail  store  makes. 

The  liability  side  of  your  statement,  however, 
doesn't  look  so  good,  for  you  stale  thai  you  are  owing 
for  merchandise,  $7558.70.  You  do  not  sa\  whether 
any  of  this  is  past  due.  In  addition,  you  owe  on  notes 
and  trade  acceptances,  $2651.70,  and  also  your  bank 
indebtedness  and  interest. 

Now  I  want  to  say  frankly,  thai  ihis  Indebtedness 
is  very  heavy  compared  with  your  merchandise.  Vou 
will  see  that  the  total  indebtedness  is  ven  nearlj  as 
much  as  the  cost  of  the  merchandise.    Of  course  you 

(Continued) 
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The  Debtor  Co.  —2—  Feb.  15,  19—. 


have  the  accounts  and  cash  in  addition,  but  I  believe 
your  indebtedness  is  too  high.  On  an  old  statement 
received  from  the  Mercantile  Agency,  it  looked  as 
though  you  had  some  real  estate  which  would  increase 
your  assets,  but  on  the  new  statement  you  do  not  list 
it.  This  is  the  way  it  looks  to  me.  With  the  amount 
of  cash  you  have  got  coming  in  after  deducting  your 
expenses,  it  would  take  about  five  or  six  months  to 
clean  up  your  indebtedness.  If  invoices  are  paid  in 
their  turn,  it  would  mean  that  on  merchandise  shipped 
to-day,  it  would  be  five  or  six  months  before  you  could 
pay  for  it.  Of  course,  this  would  put  the  invoices 
considerably  past  due. 

One  more  thing.  It  appears  from  the  statement  that 
your  expenses  are  approximately  25  per  cent  of  your 
sales,  which  means  that  your  net  profit  after  paying 
the  expenses  can  only  be  the  amount  between  this  25 
per  cent  and  whatever  your  average  mark-up  may  be. 

Without  knowing  you  and  your  store,  I  may  be  all 
wrong  in  these  deductions.  You  may  have  other 
means  which  you  did  not  list  which  will  enable  you 
to  prevent  invoices  from  becoming  past  due. 

I  want  you  to  know,  gentlemen,  that  I  am  writing 
with  the  best  of  intentions.  We  would  certainly 
appreciate  it  if,  when  remitting,  you  would  tell  us 
anything  that  should  be  on  your  statement  in  addition 
to  what  you  show,  and  also  how  you  expect  to  take 
care  of  your  purchases  during  the  coming  year. 

Very  truly  yours, 
THE  CREDITOR  COMPANY 
(Signed) 
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THE  DEBTOR  COMPANY 

BUSINESS  CENTER  IOWA 


February  20,  19—. 
The  Creditor  Company, 
Supply  City, 
California. 
Gentlemen : 

Replying  to  your  letter  of  the  15th,  the  writer  appre- 
ciates the  frankness  with  which  you  have  expressed 
yourself  with  reference  to  our  balance  sheet,  and  also 
the  truth  of  your  deduction.  We  realize  that  our 
indebtedness  is  rather  too  heavy,  and  it  is  our  inten- 
tion to  reduce  it  just  as  fast  as  we  can. 

The  principal  reason  for  this  condition  is  a  rather 
too  liberal  buying  policy,  with  the  result  that  we  have 
an  overstock  in  some  lines.  We  are  endeavoring  to 
correct  this,  and  are  doing  so.  In  fact,  our  indebted- 
ness at  this  time  is  $1100  less  than  at  the  beginning  of 
the  year.  We  accomplished  this  by  the  simple  method 
of  buying  during  the  month  of  January  to  the  amount 
of  $855.69  and  paying  on  our  indebtedness  $1944.54, 
without  borrowing  any  money. 

With  reference  to  other  assets,  let  me  say  that  Mr. 
Debtor  has  the  same  real  estate  now  that  he  had  when 
his  other  statement  was  furnished  the  mercantile 
agencies.  He  owns  a  half  interest  in  a  two-hundred 
acre  farm  close  to  town  on  which  there  is  an  indebt- 
edness of  $10,000,  so  there  is  a  good  equity  in  that. 
He  also  owns  his  home  on  which  there  is  just  a  small 
deed  of  trust. 

The  figures  on  our  balance  sheet,  a  copy  of  which 
we  sent  you,  are  actual  and  exact  nothing  estimated. 
The  inventory  was  taken  at  actual  cost,  ami  there  are 
very  few  items  that  do  not  cost  more  at  the  present 
time  than  when  purchased.  All  of  our  accounts  |>;i\ 
able  have   been    verified    since    this    balance    shed    was 

made,  and  but   one  error  has  been   discovered,   thai 
being  an  invoice  of  $6.03  which  we  failed  t<>  enter. 
With    reference    to    your    account,    you    have    one 

invoice  for  $50.87,  dated  March  1st,  so  tint  this  is  not 
due  for  some  little  time  yet.  We  arc  enclosing  a 
check  for  the  balance,  $52.60. 

Very  truly  yours, 

Tin;    DEBTOR    COMPAN1 

(Signed) 
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THIS  exchange  of  letters  took  place  be- 
tween a  large  shirt  house  in  Pennsyl- 
vania and  a  debtor  way  out  in  a  small  town 
in  Oregon.  It  reveals  a  rare  degree  of  help- 
fulness on  the  part  of  the  creditor,  which  was 
fully  rewarded  in  this  case,  as  may  be  seen 
from  the  debtor's  letters  that  are  printed  (bad 
grammar  and  all)  exactly  as  they  were  writ- 
ten. This  creditor's  letters  belong  to  the 
Business  Service  kind. 
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THE  CREDITOR  COMPANY 

SUPPLY  CITY  PENNSYLVANIA 


June  5,  19 — . 
The  Debtor  Company, 
Business  Center, 
Oregon. 

Dear  Sir: 

It  was  with  regret  that  we  received  your  letter  of 
May  25th  and  learned  that  business  had  been  so  bad 
with  you  and  that  you  are  at  present  operating  at  a 
loss. 

Of  course,  we  all  realize  that  you  cannot  continue 
to  lose  money  and  that  something  will  have  to  be  done, 
if  the  business  which  you  expect  the  middle  of  this 
month  does  not  materialize.  On  an  expense  of  $650 
per  month,  your  sales  should  amount  in  the  gross  to 
about  $2600,  so  it  is  our  suggestion  that  you  look  into 
every  penny  of  these  expenses  and  see  if  they  cannot 
be  cut  down  to  a  very  large  extent. 

No  doubt,  you  have  more  shirts  than  you  need  ami 
we  will  take  back  and  credit  unbroken  lots,  provided 
they  are  in  good  condition.     Please  write  us  at  once 

the  goods  you   intend   shipping  back,  so  that   we  may 
look  for  them. 

We  know  you  realize  that  the  situation  is  serious. 
but  on  the  other  hand,  we  feel  thai  M  will  he  best 
taken  care  of  in  your  own  hands  ami  thai  \<>u  will 
do  everything  that  is  possible  to  increase  sales  ami 
reduce  expenses. 

Please  keep  us  posted  closelj  as  to  developments. 

Yours  ver\    lrul\  . 

111!.  CREDITOR  COMPANY 
tied) 
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THE  DEBTOR  COMPANY 

BUSINESS  CENTER  OREGON 

The  Creditor  Company,  July  7'  19— * 

Supply  City, 

Pennsylvania. 

Gentlemen : 

Your  letter  of  June  5th  to  hand  and  I  want  to  thank 
you  for  it  and  for  being  willing  to  help  me  out.  I 
went  through  my  stock  of  shirts  and  I  find  ten  num- 
bers that  I  did  not  as  yet  break  into,  and  I  availed 
myself  of  the  opportunity  you  gave  me  to  return  them 
for  credit,  and  I  hope  to  send  half  of  the  balance  by 
the  first  of  the  month,  or  maybe  sooner  as  I  am  put- 
ting on  a  special  sale  to  see  if  I  can't  pay  some  of  my 
bills  and  will  then  send  you  all  of  the  money  I  can. 
Again  thanking  you  for  your  co-operation,  I  remain, 

Very  truly  yours, 

THE   DEBTOR   COMPANY 

(Signed) 


THE  CREDITOR  COMPANY 

SUPPLY  CITY  PENNSYLVANIA 

The  Debtor  Company,  June  13'  19~~- 

Business  Center, 

Oregon. 

Dear  Sir: 

Your  letter  of  June  13th  with  remittance  of  $307.89 
was  received  in  due  time.  The  $307.89,  together  with 
returned  merchandise,  has  brought  your  account  down 
to  an  even  $600. 

We  congratulate  you  on  this  showing,  and  have  no 
doubt  that  you  will  soon  have  the  account  in  good 
shape. 

We  shall  be  very  pleased  to  hear  how  your  sale  has 
been  getting  along,  and  that  you  will  be  in  a  position 
to  send  us  another  remittance  sometime  between  now 
and  the  first  of  the  month. 

Thanking  you  in  advance  for  your  attention,  we 
remain, 

Yours  very  truly, 
THE  CBEDITOR  COMPANY 
(Signed) 
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THE  DEBTOR  COMPANY 

BUSINESS  CENTER  OREGON 


July  24,  19—. 

The  Creditor  Company, 
Supply  City, 
Pennsylvania. 

Gentlemen : 

Your  letter  of  July  17th  to  hand  and  I  want  to  thank 
you  for  it.  It  is  the  first  encouraging  letter  1  have 
received  from  any  of  the  Houses  I  do  business  with 
and  I  cannot  tell  you  how  good  it  makes  me  feel.  It 
helps  a  person  so  much,  and  I  assure  you  that  I  will 
try  and  do  my  utmost  to  pay  you  in  the  shortest  time 
that  it  is  possible.  I  will  try  and  send  you  some 
money  between  the  first  and  15th  of  the  month.  My 
sale  did  not  go  as  good  as  I  would  have  liked  it  to 
have  gone,  but  it  helped  some.  Thanking  you  again 
for  your  kindness,  I  remain, 

Respectfully   yours, 

THE    DEBTOR    COMPANY 

(Signed) 
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AN  exchange  with  an  unusual  ending.  The 
creditor,  who  pressed  for  the  payment 
of  a  past-due  account,  succeeded  in  getting 
the  complete  confidence  of  the  debtor.  The 
debtor  gave  him  the  facts  of  his  business, 
which  the  creditor  analyzed  in  detail.  The 
debtor  was  not  insolvent,  but  he  was  losing 
money.  When  he  realized  this  fact,  he  put 
on  a  large  advertised  sale,  sold  out  his  stock 
completely,  paid  all  creditors  in  full,  and 
quit  business. 
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THE  DEBTOR  COMPANY 

BUSINESS  CENTER  OKLAHOMA 


May  16,  19—. 

The  Creditor  Company, 

Supply  City, 

Ohio. 

Gentlemen : 

In  regard  to  my  past-due  account,  I  will  say  that  I 
am  doing  the  very  best  that  I  can  do  at  the  present 
time. 

In  our  town  we  have  four  hardware  stores  as  fol- 
lows: (1)  A  Hardware  Company;  (2)  /;  Trading 
Company  has  a  hardware  department;  (3)  C  Hard- 
ware Company  has  just  bought  the  remaining  slock  of 
Mr.  Smith;  and  (4)  Ourselves. 

My  object  in  writing  you  this  Idler  is  to  give  you 
an  insight  into  the  condition  of  the  hardware  business 
as  it  is  in  Business  Center.  I  want  your  opinion  as  to 
what  you  think  is  best  for  a  man  lo  do  under  the  cir 
cumstanees.  A  doesn't  think  that  he  will  be  in  busi- 
ness after  harvest.  The  C  Hardware  Company  has 
moved  into  Smith's  location.  The  H  Trading  Co.  has 
a  good  stock  of  hardware  and  in  mj  opinion  is  the 
most  prosperous  of  all.  G  Hardware  Co.  has  ;i  good 
stock,  but  is  in  about  the  same  financial  shape  as  I  am. 

My  opinion  is  thai  our  lown  is  in  line  for  some 
hardware  business  as  there  are  only  three  stocks  of 

(Continued) 
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hardware  in  town   (A  Company  does  not  have  a  very 
well  assorted  stock). 

Now  here  is  my  financial  situation.  It  worries  me. 
If  you  can  give  me  any  advice  on  the  matter,  I  surely 
will  be  grateful  for  it. 

The  following  are  the  wholesale  accounts  that  I 
owe: 

Jones  Hardware   Co $562.72 

Brown  Stove  Co 523.00 

Smith  Incubator  Co 269.10 

White  Products  Co 156.17 

Black 550.72 

Green 125.44 

Reade  Stove  Co 101.49 

Other  firms,  small  amounts 400.00 

We  had  no  heating  and  cooking  stove  business  this 
winter  and  I  am  carrying  over  most  of  my  stoves. 
What  little  hardware  I  have  purchased  is  in  stock  and 
we  have  about  $9000  stock  and  fixtures  and  $1200  book 
accounts. 

Now  I  have  laid  the  situation  before  you  as  best  I 
could  in  a  letter,  and  I  am  asking  your  advice  and  help 
in  the  matter.  Anything  that  is  not  clear  to  you,  I  will 
explain  to  you  on  request. 

Thanking  you  in  advance  for  your  advice  in  this 
matter  and  an  early  frank  reply,  I  am, 

Yours  truly, 

THE   DEBTOR    COMPANY 

(Signed) 
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THE  CREDITOR  COMPANY 

SUPPLY  CITY  OHIO 


May  21,  19—. 
The  Debtor  Company, 
Business  Center, 
Oklahoma. 
Gentlemen: 

Your  letter  of  the  16th  was  received  this  morning. 
We  certainly  appreciate  your  writing  us  the  way  you 
did. 

I  have  believed  for  several  years  that  Business  Cen- 
ter was  overstocked  with  hardware  stores,  and  that 
there  would  come  a  time  when  two  or  three  of  them 
would  have  to  discontinue  business.  I  note  that  you 
say  Mr.  A  will  not  be  in  business  after  harvest.  It  is 
really  too  bad  that  he  will  be  in  business  even  that 
long,  because  the  business  he  will  do  would  naturally 
go  to  one  of  the  other  stores.  Probably  all  of  you  are 
not  making  much  more  than  expenses,  and  if  this 
additional  business  were  divided  up  among  you  it 
would  mean  just  so  much  more  profit. 

In  looking  up  the  population  of  Business  Center 
just  now,  I  am  wondering  if  it  really  is  large  enough 
for  three  stores.  I  do  know  that  you  have  some  trade 
territory  down  into  Texas,  and  the  country  tribu- 
tary may  be  larger  than  I  realize.  Of  course,  if  il  is, 
then  three  stores  are  justified. 

From  the  statement  that  you  outlined  to  me,  you  are 
not  in  a  bad  way  at  all,  but  simply  are  temporarily 
hard  pressed.  It  is  true  that  you  list  your  indebted- 
ness as  almost  $2700,  while  your  accounts  receivable 
are  $1200.  Of  course  I  don't  know  how  old  they  are, 
and  how  much  you  can  collect  in  the  next  month  <>r  SO. 

I'll  tell  you  what  I  wish  you  would  do.  Mr.  Smith. 
I  wish  you  would  fill  out  the  attached  blank  for  inc. 
1    don't    want    this    for    our    records.       In    fact,    it'    you 

don't  want  me  to •  keep  il,  I  will  return  it.     if  you  will 

give  this  to  me,  completely  filled   out,  and   tell   me  Ix.w 

much  your  monthly  sales  are,  per  cent  sold  on  credit, 
in  other  words  answer  all  questions,  l  believe  l  can 
give  you  a  more  intelligent  answer  to  the  questions 
asked  in  this  letter. 

Upon  receipt  of  this  I  will  let  yon  have  an  imme- 
diate reply. 

Very  truly  yours, 
Till;  CREDITOB  COMPANY 
(Signed) 
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THE  CREDITOR  COMPANY 

SUPPLY  CITY  OHIO 


May  28,  19—. 

The  Debtor  Company, 
Business  Center, 
Oklahoma. 

Gentlemen : 

On  the  21st  I  answered  your  previous  letter  and 
asked  that  you  give  me  the  same  information  that  you 
had  sent  in  before,  with  a  few  additions,  to  be  made 
out  on  the  blank  that  was  attached.  I  wanted  this,  Mr. 
Smith,  only  because  I  believed  that  with  it  we  would 
be  able  to  give  some  good  advice. 

I  thought  it  would  be  possible  to  analyze  your  busi- 
ness, and  perhaps  tell  you  what  was  wrong,  if  any- 
thing. We  were  rather  disappointed  that  this  blank 
was  not  returned.  However,  you  may  not  have  had 
time.  Anyway,  I  am  going  to  look  forward  to  receiv- 
ing it  within  the  next  few  days. 

Yours  very  truly, 

THE  CREDITOR  COMPANY 

(Signed) 
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THE  CREDITOR  COMPANY 

SUPPLY  CITY  OHIO 


June  15,  19 — . 
The  Debtor  Company, 
Business  Center, 
Oklahoma. 

Gentlemen : 

The  financial  statement  you  sent  just  reached  us.  I 
know  from  the  manner  in  which  you  wrote  that  you 
desire  a  frank  statement.  Now  I  am  not  going  to  pre- 
tend that  I  can  tell  you  how  to  correct  whatever  is 
wrong  with  your  business,  but  I  do  hope  to  be  of  some 
assistance  in  possibly  pointing  out  to  you  something 
you  may  have  overlooked  which  is  now  causing  you 
embarrassment  in  your  business. 

In  the  first  place,  you  know  that  a  hardware  mer- 
chant has  to  turn  his  stock  three  or  four  times  a  year 
before  he  can  make  very  much  money  out  of  bis  busi- 
ness. With  two  turn-overs  he  might  possibly  get  by 
and  not  lose  any  money,  but  tic  couldn't  make  any. 
In  figuring  your  sales  for  the  year,  that  is,  multiply 
ing  your  average  monthly  sale  of  s<si_!  by  12,  Man- 
total  sales  for  the  year  are  only  $9,744.  Your  stock  is 
$6839.42,  so  that. by  the  time  you  have  added  to  this 
your  mark-up  or  profit  on  the  merchandise,  you  will 
find  that  you  have  turned  your  slock  actually  less  than 
one  time.  That  is  the  first  thing  that  is  wrong  in 
fact,  it  is  the  big  thing. 

Now  you  ask  us  how  to  correct  it.  There  are  onlj 
two  ways.    First,  increase  your  sales  i<»  where  you  can 

(Continued) 
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make  a  turnover  of  three  or  four  times  a  year.  That 
is  the  solution  one  would  like  to  make  of  it,  because 
on  that  volume  you  could  make  a  very  nice  profit. 
Now,  as  to  the  method  of  increasing  your  sales — that 
is  entirely  up  to  you. 

The  second  way  is  to  reduce  your  stock  to  the  point 
where  your  present  volume  of  sales  will  make  a  turn- 
over for  your  stock  of  three  or  four  times  a  year.  If 
this  is  done,  however,  you  are  going  to  be  doing  only 
a  small  business  and  the  net  profit  derived  in  a  year's 
time  will  be  only  small. 

The  first  method  is  of  course  the  one  that  you  want 
to  choose.  I  might  ask,  is  your  stock  new  stuff,  or 
have  you  a  lot  of  obsolete  items,  slow  movers,  or  stick- 
ers in  it?  If  you  have,  push  them,  put  them  on  sale, 
sell  them,  even  though  you  have  to  take  less  than  they 
actually  cost  when  you  purchased  them.  They  are 
not  doing  you  any  good  lying  on  the  shelf.  You  would 
be  far  better  off  by  having  the  cost  price  of  them  to 
pay  your  bills  or  to  enable  you  to  buy  new  merchan- 
dise. 

If  you  do  not  have  items  of  this  sort — then,  are  you 
displaying  your  goods,  are  you  advertising,  are  you 
creating  good  will  among  your  customers  and  pros- 
pective customers?  I  don't  want  you  to  take  excep- 
tion to  these  questions.  Since  I  have  never  seen  your 
store,  I  don't  know  what  kind  of  a  business  you  have. 
Some  of  these  questions  might  not  even  apply  to  you  at 
all.  But  on  the  other  hand,  if  any  of  them  do,  I  sin- 
cerely hope  that  this  letter  will  be  helpful. 

You  say  that  your  credit  sales  are  $344  per  month — 
that  means  that  your  notes,  and  accounts  receivable 
of  $1480  are  equal  to  almost  four  and  one-half  months 
credit  sales. 

Now  of  course  some  of  your  credit  customers  pay 
promptly,  that  is,  on  the  first  of  every  month,  or  at 
least  sometime  each  month.     That  means  that  a  good 

(Continued) 


320 


The  Debtor  Co.  —3—  June  15,  19—. 


part  of  this  $1480  is  probably  4V2  months  old — in 
other  words  your  collections  are  behind.  They,  the- 
oretically, should  not  be  allowed  to  be  two  or  three 
months  old. 

Right  now,  with  harvest  coming  on,  it  ought  to  be 
the  time  to  push  your  collections  to  the  limit.  Of  this 
$1480,  I  will  venture  to  say  that  $400  of  it  is  from  four 
to  five  months  old.  You  should  endeavor  to  get  every 
penny  of  it.  If  you  do,  it  will  pay  your  taxes  and 
reduce  your  liabilities  to  about  $2,000.  Then  another 
thing,  Mr.  Smith,  you  say  that  your  average  monthly 
expenses  are  $255.  That  means  that  more  than  30% 
of  your  monthly  sales  go  into  expenses.  I  don't  know 
what  your  average  of  mark-up  is,  or  are  you  making 
more  than  30%  gross  from  your  sales?  In  other  words, 
after  your  expenses  are  paid,  deducted  from  your 
gross  sales,  is  there  anything  left  for  you?  It  just 
looks  to  the  writer  as  though  you  had  a  mighty  still* 
job. 

The  first  thing  then  for  you  to  do  is  to  collect  these 
accounts.  Then  you  must  increase  those  sales  some- 
how, to  where  you  will  be  operating  a  profitable  busi- 
ness. 

You  know,  as  well  as  I  do,  that  a  really  profitable 
business  cannot   be   attained    until    the   merchant    can 

actually   begin    to  discount   every    purchase   made. 

I  sincerely  hope,  Mr.  Smith,  that  something  I  have 
said  may  be  useful  and  I  will  very  iniieh  appreciate 
hearing  from  you  at  any  time. 

Very  truly  yours, 
llll.  CREDITOR  COMPANY 
(Signed) 


AN  exchange  of  the  Business  Service  kind, 
that  illustrates  the  connection  between 
collections  and  financial  statement  analysis. 
The  main  items  in  the  statement  of  the  debtor 
were  as  follows: 

Cash  on  hand $      120.84 

Cash  in  bank 133.91 

Accounts 8,085.05 

Mdse 22,477.55 

Total  Assets   .$30,817.35 

Owing  for  Mdse.  not  due $  5,746.89 

Owing  for  Mdse.  past  due 2,760.00 

On  Mdse.  notes  and  trade  acceptances       777.56 

To  bank 12,200.00 

Total  liabilities $21,484.45 

Net  Worth 9,332.90 

Supplementary  information  —  Insurance, 
ample;  no  pledged  accounts,  no  suits.  Aver- 
age monthly  sales,  $3000,  two-thirds  in  cash, 
one-third  on  credit.  Average  monthly  ex- 
pense, $1000.  Crop  conditions  and  oil  indus- 
try improving,  after  a  bad  year. 

A  poor  credit  risk  and  collection  prospect 
before  the  Business  Service  letter,  but  a  rea- 
sonably good  one  after  the  letter. 
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THE  DEBTOR  COMPANY 

BUSINESS  CENTER         OKLAHOMA 

January  23,  19— . 

The  Creditor  Company, 
Supply  City, 
Missouri. 

Gentlemen: 

Enclosed  find  statement  filled  out  as  per  your  letter 
Jan.  22,  1924 — and  I  surely  thank  you  for  your  nice 
encouraging  letter.  I  certainly  feel  very  optimistic 
about  the  year  1924.  I,  as  well  as  many  others,  feel 
that  we  are  due  the  business,  as  there  have  been  three 
rather  short  years  in  Oklahoma  and  the  year  192;*  was 
a  Jonah,  one  that  we  all  want  to  forget  as  soon  as  pos- 
sible. We  only  sold  a  little  over  $37,000  worth  of 
goods  in  1923— against  $77,000  in  1920-1  have  my 
goal  set  for  $60,000  in  1924  and  say  if  the  bottom 
don't  fall  out  I  will  get  it  too,  for  I  am  going  after  the 
BIZ. 

With  kind  personal   regards,  and   thanking  you  for 
past  favors  and  accommodations  and  soliciting  ;i  con 
tinuance  of  same,  I  am, 

Yours  truly, 

Till-;    DEBTOP    COMPANY 

(Signed) 
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THE  CREDITOR  COMPANY 

SUPPLY  CITY  MISSOURI 


January  29,  19 — . 
The  Debtor  Company, 
Business  Center, 
Oklahoma. 

Dear  Mr.  Debtor: 

Your  letter  of  the  23rd  has  been  received,  and  also 
the  statement  showing  your  condition  as  of  January 
1st. 

We  want  to  thank  you  for  sending  us  that,  and  also 
for  telling  us  of  the  conditions  existing  down  there  and 
of  your  ambitions  for  the  ensuing  year.  There  isn't 
any  question  but  that  you  have  determination  to  get 
all  the  business  there  is  that  is  coming  to  you,  and 
when  all  is  said  and  done,  the  determination  to  do  a 
thing  is  about  two-thirds  of  it. 

Sometimes  when  a  financial  statement  reaches  us, 
we  get  an  entirely  different  view  of  it  from  what  the 
other  fellow  gets.  We  just  want  to  assume  the  privi- 
lege of  asking  you  a  few  questions  and  telling  how 
this  statement  looks  to  us.  We  want  you  to  know 
before  we  start,  Mr.  Debtor,  that  we  don't  intend  to 
be  presuming,  and  what  we  say  is  offered  only  as  a 
suggestion.  If  it  means  anything,  all  right;  if  not,  all 
right.     Certainly,  it  is  offered  with  the  best  intentions. 

With  $22,000  worth  of  stock,  you  must  have  a  nice 
store.  The  first  impression,  on  looking  at  your 
accounts  receivable,  is  that  they  are  a  little  heavy. 
You  stated  that  for  1923,  your  monthly  sales  were 
$3000  a  month — one-third  of  it  on  credit— that  would 
mean  $1000  a  month,  and  it  would  also  mean  eight 
months'  business  on  your  books.  I  assume  that  most 
of  this  is  installment  business  covered  by  mortgage 
and  payments  made  monthly,  but  on  the  other  hand, 
it  is  a  fact  that  some  of  these  accounts  are  paid  up 
promptly  and  that  to  reach  a  total  of  $8000,  there  must 
be  some  accounts  older  than  eight  months.  This  would 
indicate  that  there  was  a  nice  job  of  collection  work 
to  do,  in  order  not  to  have  to  depreciate  these  figures 
a  great  deal. 

Then  there  is  your  bank  liability  of  $12,200.  If  this 
is  a  note  due  in  a  considerable  time  from  now,  you 
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are  fortunate.  If  it  is  in  installments,  of  course  you 
have  got  to  meet  fhem.  But  in  all  probability  you 
have  that  fixed  up  so  that  it  won't  worry  you,  but  the 
thing,  Mr.  Debtor,  that  is  a  real  job,  is  to  take  care  of 
the  open  accounts  that  you  owe  amounting  to  $8506.59. 
You  said  that  on  the  first  of  the  year.  $2760,00  of  this 
was  past  due.  I  do  not  know  a  whole  lot  about  the 
furniture  business,  but  do  not  suppose  it  is  very  good 
during  January  and  as  a  consequence  do  not  believe 
that  you  will  be  able  to  reduce  this  total  very  much. 
That  is  why  it  looks  as  though  you  have  a  real  job 
because  it  would  seem  that,  from  the  volume  of  busi- 
ness you  are  going  to  get  in  the  next  two  or  three 
months,  you  would  have  a  difficult  time  to  prevent 
more  of  this  total  from  becoming  past  due.  Of  course 
the  more  there  is,  the  more  worry. 

It  looks  to  me  as  though  the  thing  to  do  is  to  push 
collections  to  the  very  limit.  Increase  sales  by  every 
legitimate  means  and  attempt  to  wipe  out  that  $2760.00, 
and  anything  else  that  may  be  due.  It  seems  to  me 
that  if  a  man  in  business  can  just  prevent  invoices 
from  becoming  past  due,  he  is  all  right,  but  I  know  Hie 
worry  starts  just  as  soon  as  past-dues  creep  in. 

Of  course  I  haven't  seen  your  place  and,  as  I  said 
before,  you  must  have  a  very  nice  store.  I  am  not  in  ;i 
position,  really,  to  make  suggestions,  but  it  docs  look 
as  though  your  expenses  in  H)2.'{  were  entirely  out  of 
line.  If  your  volume  of  business  fell  to  $3000  a  month, 
then  it  seems  thai  expenses  should  have  been  cut 
because,  with  the  expenses  of  stood  ;(  month,  it 
means  you  had  to  average  a  ncl  profll  of  XV  ■.-.''.  <>" 
every  sale  you  made  in   order  to  actually    paj    your 

expenses.       Of    course     thai     isn't     good     busi  ncss.       If 

sales  arc  still  down,  I  certainly  would  d<»  everything 
possible  to  cut  this  expense  to  the  very  minimum. 

And  now,  Mr.  Debtor,  if  you  have  accepted  this  In 

the  manner  we  intended,  we  would  he  might)  glad  to 
have  a   letter  from    you.     Our   biggest   hope   is  thai    you 

have  been  able  this  month  t<>  clean  up  these  past  due 

accounts. 

Yours  very  truly, 
THE  CREDITOR  COMPANY 
(Signed) 
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THE  DEBTOR  COMPANY 

BUSINESS  CENTER  OKLAHOMA 


February  7,  19 — . 
The  Creditor  Company, 
Supply  City, 
Missouri. 
Gentlemen : 

Receipt  is  acknowledged  of  your  friendly  letter  of 
Jan.  29th,  and  I  thank  you  for  same.  In  reply  to  same 
will  say  that  I  have  things  arranged  quite  different  to 
start  the  New  Year  with.  Our  expenses  have  already 
been  cut  the  amount  of  Mr.  Brown's  salary,  quite  a 
reduction  to  start  with.  I  expect  to  increase  the  sales 
also  quite  a  bit  this  year.  It  can  be  done  and  I  am 
going  to  do  it.  You  probably  are  not  aware  of  the 
fact  that  the  best  months  of  1923  I  was  in  the  hospital, 
November  and  December,  and  we  lost  heavily  instead 
of  running  ahead  as  we  would  have  done  had  I  been 
in  the  store.  That's  why  I  got  my  partner  out,  for  he 
was  too  old  to  merchandise  now-a-days — absolutely 
got  so  he  could  not  make  a  sale,  and  of  course  when 
I  was  in  the  hospital,  Mrs.  Debtor  was  with  me  most 
of  the  time. 

I  take  great  pleasure,  gentlemen,  in  writing  this  let- 
ter for  you  wrote  as  though  you  were  interested  in  my 
welfare  and  I  appreciate  any  suggestion  offered.  I 
have  the  business  now  just  where  I  have  wanted  it, 
Mrs.  Debtor  and  I.  My  sales  have  already  run  ahead 
of  last  January  and  I  have  paid  a  little  over  $2000  on 
my  accounts. 

I  am  very  proud  to  say,  (please  pardon  personal 
mention),  that  I  have  a  good  standing,  as  well  as  a 
host  of  friends  in  Business  Center  and  one  of  the  best 
opportunities  right  now  for  a  furniture  store  here  in 
the  world,  only  one  competitor  and  that  a  lady,  who 
has  all  sorts  of  prices — not  the  same  price  to  any  two 
people,  and  when  my  business  can't  be  run  on  a  hon- 
est basis  I  stop. 

The  note  at  the  bank  is  not  to  be  paid  monthly,  but 
when  I  can,  not  rushed — for  I  was  with  this  bank 
fifteen  years,  and  they  know  somewhat  of  my  ability. 
Again  allow  me  to  thank  you  for  your  friendly  advice 
and  with  kind  personal  regards,  I  am, 
Yours  truly, 
A.  B.  DEBTOR 
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THIS  exchange  on  an  account  in  a  farm- 
ing district  that  had  become  slow  illus- 
trates the  relationship  of  financial-statement 
analysis  to  collections.  The  Creditor  in  this 
case  gives  Business  Service. 


THE  CREDITOR  COMPANY 

SUPPLY  CITY  NORTH   DAKOTA 


March  14,  19—. 
The  Debtor  Company, 
Business  Center, 
North  Dakota. 

Gentlemen : 

I  want  to  thank  you  for  sending  nie  a  list  of  your 
assets  and  liabilities  as  of  December  31st.  I  would 
like  to  inquire,  however,  Mr.  Debtor,  if  you  would  make 
out  the  attached  blank  for  me.  This  is  a  little  more 
complete,  of  course,  than  the  information  thai  you 
just  gave  us. 

In  looking  over  your  account,  I  just  noticed  what  a 
nice  volume  of  business  we  have  transacted  in  the  last 
two  or  three  years.  A  great  mans  of  the  purchases, 
especially  last  year,  were  past  maturity  before  thej 
were  paid,  but  ibis  was  due,  undoubtedly,  to  general 
business  conditions. 

I  want  to  be  quite  frank  in  mj  statements,  Mr.  Debtor, 
and  I  hope  thai  you  will  interpret  them  in  !!)<•  same 
friendly  spirit  in  which  I  am  making  them,  in  fact, 
I  want  you  to  write  and  tell  me  whether  I  :\\^  righl  in 
my  deductions,  or  wrong.  We  have  never  had  *  state 
nient  from  you  and  consequently  l  am  not  able  to  com- 
pare tin's  year's  statement   with  ;ni\    pivvn.iis  one. 

The  total  of  your  assets  is  a  little  in  excess  of 
000.     Of  this,  almost   $50,000   is  merchandise.     Vour 
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liabilities  total  $50,000,  which  offsets  entirely  the  mer- 
chandise stock.  This  means  that  your  money  invested 
in  the  business  is  in  bills  receivable  and  accounts 
receivable. 

I  just  wonder  how  you  are  finding  collections  at  the 
present  time.  You  have  approximately  $20,000  on 
your  books.  If  it  is  possible  to  push  these  to  the  extent 
of  getting  80  or  90  per  cent  of  them,  you  can  clean  up 
a  great  portion  of  your  indebtedness.  I  know  that 
collections  have  been  slow,  but  I  believe  that  now  is 
the  time  that  the  retailer  has  got  to  push  collections 
as  he  never  did  before. 

I  don't  know  how  much  business  you  do  in  a  month. 
As  a  consequence,  I  don't  know  how  many  months' 
business  these  accounts  receivable  represent,  but  if 
many  of  them  are  old,  you  are  more  than  losing  the 
profit  on  the  merchandise  in  the  expense  of  carrying 
them.  What  I  want  to  get  at,  of  course,  is  this:  Has 
19 —  been  a  profitable  year?  Are  you  in  a  better  con- 
dition to-day  than  a  year  ago,  and  do  you  believe  that 
during  the  present  year  it  will  be  possible  to  take  care 
of  our  account  by  the  time  the  invoices  are  due  ? 

As  I  stated  in  the  beginning  of  the  letter,  there  cer- 
tainly has  been  a  satisfactory  volume  transacted  in  the 
last  two  or  three  years  and  we  are  anxious  of  course  to 
continue  it.  Past-due  accounts  are,  as  you  know, 
the  greatest  cause  of  loss  of  sales.  Our  policy  always 
has  been  not  to  ship  an  order  when  there  is  an  account 
past  due.  This  simply  means  that  both  retailers  and 
ourselves  are  losing  sales. 

We  shall  both  lose  more  this  year  than  last  because 
the  demand  to-day  is  better  for  farming  implements 
than  it  has  ever  been.  Of  course,  if  the  merchant 
hasn't  them  on  his  floor  he  cannot  sell  them. 

We  are  especially  anxious  that  all  of  our  customers, 
at  all  times,  have  a  complete  stock,  and  we  want  to  be 
in  a  position  any  time  and  all  the  time  to  ship  anything 
that  you  may  want. 

I  hope  that  you  will  interpret  this  in  the  way  that 
I  have  intended  it,  Mr.  Debtor.     I  am  going  to  ask  if 
you  will  not  let  me  have  a  reply  telling  me  how  con- 
ditions are  to-day,  and  whether  it  will  be  possible  to 
pay  at  maturity  or  even  before,  this  coming  season. 
Very  truly  yours, 
THE  CREDITOR  COMPANY 
(Signed) 
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THE  DEBTOR  COMPANY 

BUSINESS  CENTER  NORTH  DAKOTA 


March  17,  19—. 
The  Creditor  Company, 
Supply  City, 
North  Dakota. 

Gentlemen : 

Yours  of  the  14th  at  hand  containing  your  own 
property  statement  blank  which  we  are  filling  out  and 
sending  to  you. 

I  have  gone  over  your  letter  very  carefully.  I  appre- 
ciate the  frankness  of  it  as  well  as  the  sensible  spirit 
in  which  it  was  written.  I  am  going  to  give  you  as 
nearly  as  possible  the  exact  details  of  our  business, 
the  part  that  is  not  ordinarily  shown  in  a  property 
statement. 

I  think  you  have  made  the  right  estimate  of  condi- 
tions when  you  wondered  whether  the  biggest  part  of 
our  cash  was  not  in  our  customers'  bands.  This  is 
true  and  has  been  true  for  some  three  or  four  years. 
Perhaps  the  reason  for  this  dales  back  to  the  lime  that 
the  Wheal  Growers'  Association  was  organized.  As 
money  was  easy  to  get  al  the  bank  and  our  customers 
all  wanted  to  bold  their  wheat  for  higher  prices,  we 
borrowed  quite  extensively  from  our  bank. 

If    you    are    familial-    will)    the    conditions,    VOU    will 

know  thai  the  Wheat  Growers'  Association  was  a  fail 
ure,  and  instead  of  getting  an   advance  price  on  the 
wheal  they  took  fifty  per  cent  reduction  on  their  price. 
This  left  us  will)  a  host  of  large  accounts  on  our  books 
and  as  we  have  bad  short  crops  tin-  past  two  years,  in 
fad  ever  since  this  VYIic;ii  Growers'  Association  expe 
rience,  we  have  nol  been  able  to  collect  ;is  we  should. 
Both   \\v±\   and    1922  were  not   profitable  years  to  us 
from   the  implement   business  standpoint,     in   fact    it 
we  bad  nol  purchased  tliis  hardware  stock  in  tin-  begin 
ningof  1921,  we  would  have  been  forced  to  s<-n  out  our 
implement   business  because  <<t   the  inability   i<>  make 
any   large   sales   b»   the   farmers,     1923   is   promising 
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very  much  better  conditions  in  the  implement  line, 
and  we  feel  that  we  will  be  able  to  reduce  our  imple- 
ment inventory  quite  materially. 

You  ask  us  whether  we  are  in  a  better  financial  con- 
dition now  than  we  were  last  year.  We  would  say  that 
while  our  property  statement  does  not  indicate  it,  yet 
we  are,  I  think,  in  a  much  better  condition  than  we 
were  a  year  ago,  for  three  reasons. 

1st. — The  farmers  are  in  much  better  attitude  for 
buying  than  they  were  a  year  ago. 

2nd. — Most  of  our  customers  have  come  to  real- 
ize that  it  is  impossible  for  merchants  to  carry  their 
accounts  indefinitely,  and  for  that  reason  a  much 
larger  per  cent  are  paying  cash. 

3rd. — We  have  profited  materially  by  our  past  expe- 
riences and  are  demanding  either  cash,  or  secured 
notes  where  time  is  required. 

As  for  the  $20,000  on  our  books,  we  would  state  that 
it  is  not  probable  that  more*  than  25  per  cent  of  this 
will  be  paid  before  harvest,  and  perhaps  not  this 
much,  as  our  farmers  are  depending  largely  upon  their 
crops  to  pay  their  obligations.  We  are  expecting  a 
very  difficult  time  for  the  next  sixty  days,  in  fact  until 
after  harvest. 

Now,  with  regard  to  our  being  able  to  meet  all  of 
our  obligations  on  or  before  due  date,  we  will  only 
say  that  we  are  going  to  do  the  best  we  can  on  this. 
But,  as  we  have  already  mentioned,  it  is  going  to  be 
extremely  difficult  to  make  any  extensive  collections 
until  after  harvest.  We  are  expecting  to  take  care  of 
the  January  invoices  on  due  date  if  possible.  We  can 
absolutely  promise  you  that  all  accounts  coming  due 
after  harvest  will  be  taken  care  of  on  or  before  due 
date.  We  have  a  good  trade  on  our  reapers.  As  we 
devote  all  our  efforts  to  the  reapers  we  would  regret 
very  much  to  have  anything  come  up  to  interfere  with 
giving  our  customers  satisfactory  service. 

Hoping  that  this  more  or  less  extended  letter  will 
give  you  the  desired  information, 

Yours  very  truly, 

THE   DEBTOR   COMPANY 

(Signed) 
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V.  EXCHANGES  ILLUSTRATING  POOR  PSYCHOLOGY 
ON  THE  PART  OF  CREDITORS 
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THIS  exchange  of  letters  is  not,  strictly 
speaking,  on  a  past-due  account.  How- 
ever, it  resulted  from  a  past-due  account  and 
has  that  justification  for  appearing  here.  Ad- 
mitting that  the  debtor  erred  does  not  excuse 
the  creditor  for  a  lack  of  tact.  He  indulged 
in  a  vein  of  self-justification  that  is  common  to 
all  of  us,  but  he  did  it  in  a  way  to  offend  the 
customer.  He  came  out  one  score  ahead  in 
the  verbal  debate.  He  had  the  last  word — to 
his  evident  satisfaction — but  he  never  got  an- 
other dollar's  worth  of  business  from  the 
debtor. 
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THE  CREDITOR  COMPANY 

SUPPLY  CITY  DELAWARE 


July  20,  19—. 

The  Debtor  Company, 
Business  Center, 
Maryland. 

Gentlemen : 

We  wish  to  acknowledge  with  thanks  your  order 
No.  4850  of  July  10th,  covering  a  total  of  21  pairs  of 
gloves.  May  we  have  your  authority  to  ship  this  mer- 
chandise C.  O.  D.  (Billed  at  $48.00)?  At  the  momenl 
we  have  the  gloves  in  stock  and  can,  therefore,  handle 
the  order  promptly.  Awaiting  your  instructions  we 
remain, 

Yours  truly, 

TIC  CREDITOR  COMPANY 

(Signed) 


•::::; 


THE  DEBTOR  COMPANY 

BUSINESS  CENTER  MARYLAND 


July  23,  19—. 

The  Creditor  Company, 
Supply  City, 
Delaware. 

Gentlemen : 

We  refer  to  your  letter  of  July  20th. 

We  ask  you  to  please  cancel  the  order.  It  may  inter- 
est you,  however,  to  know  that  according  to  our  last 
statement  we  had  some  $52,000.00  in  the  bank,  total 
current  assets  of  approximately  $180,000.00  as  against 
total  current  liabilities  of  approximately  $90,000.00. 

We  are  inclined  to  feel  that  your  Credit  Department 
is  a  little  picayunish.  However,  we  do  not  wish  to 
criticize  anybody  and  the  best  thing  to  do  would  be  to 
consider  the  order  as  cancelled. 

Very  truly  yours, 
THE   DEBTOR   COMPANY 
(Signed) 
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THE  CREDITOR  COMPANY 

SUPPLY  CITY  DELAWARE 


July  25,  19—. 

The  Debtor  Company, 
Business  Center, 
Maryland. 

Gentlemen : 

We  wish  to  acknowledge  with  thanks  your  letter  of 
the  23rd.  Most  assuredly  we  will  cancel  your  order 
No.  4850  for  24  pairs  of  gloves,  dated  July  Kith.  In 
carrying  out  your  instructions,  however,  we  regret 
that  you  apparently  feel  obliged  to  do  this. 

The  financial  facts  you  submit  are  interesting,  and 
we  venture  to  say  that  anyone  would  be  favorably 
impressed,  especially  with  your  bank  balance,  but  not- 
withstanding this,  you  may  recall  that  our  invoices  of 
March  24th  and  28th,  totaling  the  insignificant  sum  of 
$17.13,  were  not  paid  until  June  23rd,  or  60  days  after 
they  were  due,  and  even  then  the  bills  were  paid  only 
after  we  had  written  you  no  less  than  three  letters 
during  the  month  of  June,  calling  your  attention  to 
your  indebtedness. 

(nder  the  circumstances,  we  cannot  bring  ourselves 

to  feel  that  our  Credit  Department  is  ;it  all  pi<;i>  iinish. 
What  say  you? 

Yours  truly, 

THE  CREDITOR  COMPANY 

(Signed) 


:;:;: 


IN  this  exchange  of  letters  there  is  a  con- 
siderable amount  of  letting  off  of  steam. 
The  young  writer  of  The  Creditor  Company's 
letter  enjoys  an  enviable  reputation  as  a  credit 
manager.  He  informed  the  authors  that  he 
does  most  of  his  collecting  by  statements,  sales- 
men, and  telephone.  Both  writers  indulged 
their  feelings  of  moral  superiority  in  a  pic- 
turesque fashion.  The  Creditor's  closing 
paragraph,  "We  feel  our  mission  in  New 
York  is  to  educate,  etc.,"  is  enough  to  make  a 
less  sensitive  debtor  than  the  one  in  question 
"hit  the  ceiling." 
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THE  DEBTOR  COMPANY 

BUSINESS  CENTER  PENNSYLVANIA 


October  18,  19—. 

The  Creditor  Company, 
Supply  City, 
New  York. 

Gentlemen : 

We  are  just  in  receipt  of  about  your  sixtli  statement 
since  the  tenth  day  expired,  and  wish  to  advise  you 
that  your  action  only  fits  with  a  firm  that  is  about  to 
be  dispossessed  and  is  clamoring  for  a  penny.  We 
have  been  in  business  seventeen  years,  and  have  never 
witnessed  the  like,  and  wish  to  advise  you  that  just 
for  spite  we  will  not  send  cheek  before  thirty  days. 

Assuring  you  that  this  will  be  the  first  and  also  the 
last  check  you  will  ever  receive  from  us,  we  remain, 

THE    DEBTOR    COMPANY 

(Signed) 
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THE  CREDITOR  COMPANY 

SUPPLY  CITY  NEW  YORK 


October  19,  19—. 
The  Debtor  Company, 
Business  Center, 
Pennsylvania. 

Gentlemen : 

We  have  just  received  your  communication  of  Octo- 
ber 18th,  and  note  that  you  say  that  you  have  been  in 
business  for  seventeen  years  and  have  never  had  so 
many  statements  sent  you  in  so  short  a  time  asking 
for  a  remittance. 

We  would  like  you  to  know  that  we  have  been  in 
business  three  times  as  long  as  you,  and  have  never 
received  so  caustic  a  letter  from  a  customer  who  owed 
us  money.  The  only  regrettable  thing  in  this  matter 
is  that  in  your  entire  business  experience  you  have 
failed  to  learn  that  either  bills  must  be  paid  promptly 
when  due  or  some  sort  of  information  be  given  the 
creditor  for  any  unusual  delay  in  remitting. 

We  are  sorry  to  have  to  write  you  such  a  letter,  but 
we  feel  that  our  mission  in  New  York  is  to  educate 
just  such  concerns  as  yours  in  business  ethics.  There- 
fore, this  rejoinder. 

Very  truly  yours, 
THE  CREDITOR  COMPANY 
(Signed) 
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THE  DEBTOR  COMPANY 

BUSINESS  CENTER  PENNSYLVANIA 


October  26,  19—. 

The  Creditor  Company, 
Supply  City, 
New  York. 

Gentlemen : 

Your  letter  of  the  19th  at  hand  and  wish  to  state  that 
same  made  us  laugh  as  you  are  stating  that  your  mis- 
sion in  New  York  is  to  educate  just  such  concerns  as 
we  are  in  business  ethics. 

In  our  opinion  you  haven't  as  much  business  ethics 
as  the  average  pushcart  peddler,  and  if  you  think  to 
the  contrary,  would  advise  you  to  keep  it  to  yourself. 

At  any  rate,  you  will  not  get  a  check  from  us  before 
the  thirty  days,  and  you  can  rest  assured  that  it  will 
be  the  last  one. 


THE   DEBTOR   COMPANY 
(Signed) 
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THOUGH  the  personal  note  in  collection 
letters  is  desirable,  there  is  such  a  thing 
as  being  too  personal.  The  letter  of  the 
creditor  in  this  exchange  is  a  case  in  point. 
The  appeal  for  money  struck  the  debtor,  as 
it  will  most  readers,  as  hypocritical  and  dis- 
honest, and  the  reaction  of  the  debtor  is  no 
more  than  might  be  expected. 
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THE  CREDITOR  COMPANY 

SUPPLY  CITY  ARKANSAS 


February  1,  19 — . 

The  Debtor  Company, 
Business  Center, 
Missouri. 

Dear  Mr.  Debtor: 

I  was  interested  to  note  in  yesterday's  paper  the 
successful  ending  of  the  big  drive  in  behalf  of  Wisdom 
College.  Truly  a  remarkable  achievement  and  one 
which  will  mean  much  to  the  youth  of  our  land. 

Knowing  that  a  son  of  yours  entered  Wisdom  Col- 
lege last  fall,  I  was  particularly  interested  in  this  news 
item.  I  sincerely  compliment  you  upon  selecting  a 
college  for  your  boy  which  has  such  splendid  pros- 
pects and  am  sure  you  will  be  repaid  many  limes  over 
for  your  far-seeing  efforts  in  behalf  of  his  future, 
which  we  can  well  say  is  already  assured. 

By  the  way,  Mr.  Debtor,  I  notice  there  is  ;i  bill  of  $50 
which  is  considerably  past  due.  Doubtless  il  has  been 
overlooked.  Can't  we  have  your  check  by  return  mail? 
Thanks. 

Very  truly  yours, 

Till-;  CREDITOR  COMPANY 

(Signed) 
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THE  DEBTOR  COMPANY 

BUSINESS  CENTER  MISSOURI 


February  6,  19 — * 

The  Creditor  Company, 
Supply  City, 
Arkansas. 

Gentlemen : 

I  have  your  letter  of  the  1st,  dictated  by  Mr.  Credi- 
tor, whom  I  would  not  know  from  a  bale  of  hay  if  I 
saw  him.  Just  why  he  should  concern  himself  with 
my  personal  affairs  is  a  mystery  to  me.  If  he  has  any 
of  his  own  I  would  advise  him  to  attend  to  them. 

I  am  enclosing  my  check  which  was  made  out  and 
in  the  outgoing  mail  when  his  letter  was  received.  I 
would  have  sent  it  before,  but  I  had  to  go  to  this  pin- 
headed  college  to  get  my  fool  son  out  of  jail.  I  don't 
feel  as  certain  as  you  do  about  his  future,  not  by  a  lot. 
The  endowment  he  and  that  college  both  need  is 
brains.  In  fact,  I  wouldn't  be  surprised  if  that  was 
your  trouble. 

Take  a  good  look  at  the  check,  because  it's  the  last 
one  you'll  get  from  me  until  your  interest  in  my  per- 
sonal affairs  subsides. 


Very  truly  yours, 
THE   DEBTOR   COMPANY 
(Signed) 
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VI.  MISCELLANEOUS  EXCHANGES 
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A  CERTAIN  account  had  become  past- 
due.  The  credit  man  held  up  orders, 
though  at  the  same  time  giving  such  encour- 
agement as  he  thought  the  case  warranted. 
His  sympathy  and  spirit  of  helpfulness  were 
rewarded  three  years  and  three  months  later 
by  a  rather  unusual  letter. 


344 


THE  CREDITOR  COMPANY 

SUPPLY  CITY  ALABAMA 


April  6,  1916. 
The  Debtor  Company, 
Business  Center, 
Alabama. 

Gentlemen : 

We  can  appreciate  your  discouragement  over  the 
difficulties  you  have  to  contend  with,  but  we  believe 
in  you  and  your  grit  to  win.  We  are  confident  that 
some  day  you  will  be  able  to  confirm  our  opinion  that 
you  are  the  right  man  for  the  job  in  hand. 

Very  truly  yours, 

THE  CREDITOR  COMPANY 

(Signed) 


THE  DEBTOR  COMPANY 

BUSINESS  CENTER  ALABAMA 

Aug.  4,  1919. 
The  Creditor  Company, 
Supply  City, 
Alabama. 

Gentlemen: 

I  suppose  that  when  you  wrote  the  enclosed  letter 
you  never  expected  to  see  it  again,  but  to  me  it  was 
one  letter  in  a  thousand.  I  guess  my  spirits  were 
almost  fainting  when  I  received  it.  However,  I 
resolved   to  make  good   your  prediction   and   show   \iiii 

that  your  kind   words  of  confidence  and   encourage 
ment  were  not  in  vain,  and  though  it  has  taken  long 

to  reach  the  goal,  I  have  resolved  to  send  your  letter 
hack  together  with  a  check  to  (lean  up  the  BCCOUnt 
Enclosed  find  the  check  and  accept  our  utmost  thanks 
for  past  favors. 

\'cr\   trills    yours, 

THE   DEBTOR   COMPANY 

(Signed » 
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THE  following  correspondence  is  worthy 
of  study.  The  item  amounted  to  more 
than  $200,  for  goods  sold  on  terms  of  30  days 
net,  and  delivered  during  the  month  of  Febru- 
ary. Four  courteous  requests  in  the  form  of 
statements,  with  crescendo  requests  for  pay- 
ment, had  been  made  without  result.  When 
the  account  was  60  days  overdue,  the  following 
letter  was  sent  to  the  debtor : 
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THE  CREDITOR  COMPANY 

SUPPLY  CITY  CALIFORNIA 

March  4,  19—. 
The  Debtor  Company, 
Business  Center, 
California. 

My  dear  Sir: 

It  is  not  the  intention  of  our  local  office  to  force  the 
collection  of  your  old  account. 

It  is  not  their  desire  to  create  any  kind  of  a  hardship 
or  expense  for  you. 

It  is  not  our  desire  in  any  way  to  add  to  the  present 
existing  pressure  of  credit  conditions. 

It  is  our  desire,  however,  to  say  that  you  must  now 
present  some  plan  of  settlement  which  can  be  accepted 
by  us,  and  we  feel  that  10  days  is  giving  you  ample  time 
to  submit  your  proposition. 

Very  truly  yours, 
THE  CREDITOR  COMPANY 
(Signed) 


THE  DEBTOR  COMPANY 

BUSINESS  CENTER  CALIFORNIA 

March  8,   19—. 
The  Creditor  Company, 
Supply  City, 
California. 

Gentlemen: 

I  have  received  your  statement  and  in  reply  would 
ask  you  to  be  patient  a  little  longer  and  I  will  settle 
your  account   in   full. 

Thanking  you   in   advance,   I   am 

Very  truly  yours, 
THE  DEBTOR  company 
(Signed) 
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THE  CREDITOR  COMPANY 

SUPPLY  CITY  CALIFORNIA 


May  6,  19—. 
The  Debtor  Company, 
Business  Center, 
California. 

My  dear  Mr.  Debtor: 

You  wrote  us  on  March  8th  that  if  we  would  wait  a 
little  longer,  you  would  settle  your  account  in  full.  We 
have  now  waited  until  May  6th.  Now  we  feel  that  this 
is  a  "little  longer,"  in  fact,  that  it  is  a  little  more  than  a 
"little  longer."  Certainly  you  should  have  given  us 
a  share  of  some  of  your  Easter  trade,  instead  of  giving 
it  all  to  the  other  fellow.  Besides,  a  man  always  feels 
good  when  his  bills  are  paid  and  the  person  he  is  ow- 
ing always  feels  better  when  he  gets  it. 

Very  truly  yours, 
THE  CREDITOR  COMPANY 
(Signed) 


THIS  letter  was  ignored,  and  was  fol- 
lowed by  an  attorney's  letter — short, 
sharp  and  to  the  point,  which  drew  the  fol- 
lowing reply: 
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THE  DEBTOR  COMPANY 

BUSINESS  CENTER  CALIFORNIA 


May  26,  19—. 
The  Creditor  Company, 
Supply  City, 
California. 

Gentlemen: 

We  have  mailed  your  check  and  are  sorry  to  have 
kept  you  waiting. 

I  have  received  a  letter  from  your  attorney  and  am 
sorry  to  have  put  you  to  any  trouble.  While  I  have 
always  appreciated  your  kind  treatment,  I  take  the 
opportunity  to  say  that  I  hereby  request  you  to  close 
my  account  absolutely,  and  under  no  consideration 
try  to  sell  any  goods  to  any  of  my  people. 

Please  acknowledge  receipt  of  this  check. 

Yours  very  truly, 

THE  DEBTOR  COMPANY, 

(Signed) 


THE  check  referred  to  above  w;is  prompt 
ly  acknowledged,  and  the  letter  called 

to  the  personal   attention  of  an  officer  of   the 
Company,  who  wrote  the  customer  as  follows 

on  June  2nd : 
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THE  CREDITOR  COMPANY 

SUPPLY  CITY  CALIFORNIA 


June  2,  19—. 
The  Debtor  Company, 
Business  Center, 
California. 
My  dear  Mr.  Debtor: 

I  have  your  letter  of  May  26th,  relative  to  closing 
your  account,  which  was  brought  to  my  personal  at- 
tention this  morning.  I  have  gone  into  the  subject,  and 
since  it  is  your  request  that  business  relations  cease, 
we  will  very  cheerfully  comply.  Reciprocating  your 
remarks  as  to  kind  treatment,  we  want  to  say  that  we 
have  appreciated  your  business. 

We  regret  more  than  you  do  the  fact  that  it  appeared 
to  be  necessary  to  adopt  more  or  less  strenuous  efforts 
to  have  your  promises  fulfilled. 

The  writer  happens  to  know  that  last  winter  we  gave 
you  merchandise  when  we  turned  down  other  appli- 
cants, first  because  your  account  was  established, 
second,  because  we  wanted  to  continue  it,  third,  be- 
cause you  promised  our  Mr.  White  that  you  would  be 
glad  to  give  us  a  future  order,  if  we  could  only  try  to 
take  care  of  you  when  you  needed  our  product  very 
badly. 

You  may  have  given  us  the  promised  order  later. 
The  writer  does  not  at  this  time  recall.  However,  be 
that  as  it  may,  we  can  only  say  that  we  regret  the  atti- 
tude you  have  taken.  We  cannot  understand  why  a 
merchant  should  be  offended  when  he  is  asked  to  pay 
a  bill,  or  be  offended  when  he  makes  a  promise  and 
then  does  not  show  any  inclination  to  live  up  to  it. 
Especially  is  this  true  when  we  consider  the  kind  of 
winter  we  had  last  season. 

However,  our  relations  will  continue  to  be  friendly, 
so  far  as  the  writer  is  concerned.  We  shall  endeavor 
to  develop  that  spirit  of  democracy  which  has  been 
preached  for  the  last  few  years.  It-  is  a  splendid  word 
that  will  do  wonders  to  bring  the  world  together  under- 
standing^ and  help  in  many  ways  to  overcome  con- 
ditions which  sometimes  creep  in  as  a  result  of  the 
diversified  opinions  resulting  from  the  differences  in 
human  nature. 

With  kindest  regards,  we  beg  to  remain, 
Yours  very  truly, 
THE  CREDITOR  COMPANY 
(Signed) 
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THE  writer  of  the  foregoing  letter  natur- 
ally assumed  that  it  would  close  not  only 
the  account,  but  the  subject  as  well.  How- 
ever, three  days  later  he  received  the  fol- 
lowing: 


THE  DEBTOR  COMPANY 

BUSINESS  CENTER  CALIFORNIA 

June   11,   19—. 
The  Creditor  Company, 
Supply  City, 
California. 

Gentlemen : 

Your  highly  esteemed  favor  dated  June  2nd  is  duly 
received  and  has  just  been  read  by  me.  I  more  than 
appreciate  your  kind  words  and  sincerely  thank  you 
for  your  splendid  expressions. 

In  answer  to  all  you  have  written,  I  have  only  one 
word  to  say — that  I  wish,  for  the  sake  of  the  human 
race,  and  the  brotherhood  of  mankind  there  were 
more  men  like  you,  but  it  will  be  an  honor  to  me  to 
know  that  I  can  deal  with  a  gentleman  of  your  kind. 
I  wish  I  could  find  better  words  to  express  to  you  how 
much  inspiration  a  person  can  gel  from  such  an  en- 
couraging letter  as  you  have   written. 

I  want  to  say  this  about  your  letter  il  should  be 
given  wide  publicity,  so  thai  the  merchants  shall  know 
there  is  one  who  knows  how  to  give  COmfoii  once  in  .i 
while. 

Yours  very  truly. 

Till;  DEBTOR  COMPANY 

(Signed > 
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A  RATHER  typical  exchange  on  a  past- 
due  account,  containing  follow-up  let- 
ters and  a  telegram  from  the  creditor,  and 
letters  from  the  debtor,  making  promises  that 
were  not  kept.  The  account,  dating  from 
May,  was  finally  balanced  in  November  with- 
out recourse  to  an  attorney  or  collection 
agency. 
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THE  CREDITOR  COMPANY 

SUPPLY  CITY  CALIFORNIA 


August  2,  19—. 

The  Debtor  Company, 
Business  Center, 
California. 

Gentlemen: 

In  checking  our  accounts  to-day,  we  find  that  your 
account  is  one  of  the  few  that  was  not  closed  before 
July  31st.  This  is  a  disappointment  to  us,  as  we  were 
counting  on  your  co-operation  to  clear  the  balance  in 
accordance  with  our  letter  of  July  25th. 

The  balance,  $123.50,  is  now  some  months  beyond 
our  terms,  and  we  should  very  much  appreciate  receiv- 
ing a  remittance  in  early  settlement. 

Yours  very  truly, 
THE  CREDITOR  COMPANY 
(Signed) 
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THE  CREDITOR  COMPANY 

SUPPLY  CITY  CALIFORNIA 


August  23,  19—. 

The  Debtor  Company, 
Business  Center, 
California. 

Gentlemen : 

In  checking  your  account  on  our  ledgers,  we  find 
that  the  May  balance  of  $123.50,  now  several  months 
beyond  our  terms,  is  still  open.  This  account  has 
been  called  to  your  attention  on  several  occasions  and 
we  cannot  understand  why  settlement  has  not  been 
made  before  this  time. 

We  appreciate  your  business  and  are  glad  to  extend 
to  you  our  credit  accommodations  with  the  under- 
standing, however,  that  our  terms  are  to  be  adhered  to. 
You  of  course  see  that  when  accounts  run  much  be- 
yond the  terms,  it  increases  expenses  all  around  and 
makes  it  hard  for  us  to  render  our  customers  the  best 
possible  service.  We  trust  you  will  realize  the  im- 
portance of  keeping  bills  paid  up,  and  favor  us  with 
a  check  in  settlement  of  your  account  not  later  than 
August  30th. 

Kindly  give  this  matter  your  prompt  attention. 

Yours  very  truly, 

THE  CREDITOR  COMPANY 

(Signed) 
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THE  DEBTOR  COMPANY 

BUSINESS   CENTER  CALIFORNIA 


August  30,  19—. 

The  Creditor  Company, 
Supply  City, 
California. 

Gentlemen: 

Answering  yours  of  the  23rd  inst.,  relative  to  our 
account,  beg  to  advise  that  we  had  hoped  to  send  you 
a  remittance  before  this,  but  the  unsettled  business 
conditions  existing  for  the  past  few  months  have 
worked  a  hardship  upon  us  and  have  seriously  affected 
our  collections.  In  fact,  we  have  been  unable  to  make 
collections  as  yet  on  some  of  our  largest  accounts  which 
run  back  as  far  as  April  of  this  year. 

The  outlook,  just  now,  however,  is  considerably  more 
encouraging,  and  we  hope  therefore  to  be  able  to  make 
a  remittance  to  you  within  the  next  few  weeks  or 
earlier. 

Assuring   you   that   we   will    keep    you    in    mind,    ami 

appreciating  fully  your  courtesy  in  the  matter,  we  are, 
Very  truly  yours, 
Till]  DEBTOR   COMPANY 

(Signed ) 
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THE  CREDITOR  COMPANY 

SUPPLY  CITY  CALIFORNIA 

September  10,  19—. 

The  Debtor  Company, 
Business  Center, 
California. 

Gentlemen: 

Late  last  month  you  wrote  us  stating  that  you  would 
pay  your  May  account  of  $123.50  early  in  September. 
We  have  not  yet  received  your  remittance  and  we  are 
sending  this  letter  as  a  reminder. 

It  is  our  desire  to  have  this  balance  closed  out  within 
the  next  few  days,  and  we  shall  expect  your  check  by 
not  later  than  the  15th  of  the  month. 

Yours  very  truly, 
THE  CREDITOR  COMPANY 
(Signed) 


TELEGRAM 

SEPTEMBER  25,    19 . 

THE    DEBTOR    COMPANY, 

BUSINESS    CENTER, 

CALIFORNIA. 

EXPECTED    FAVORABLE    REPLY    BEFORE    THIS    TIME    RE    OUR 

LETTER  OF  SEPTEMBER  TENTH   MATTER  IS   IMPORTANT  AND 

SHALL  EXPECT  CHECK  BEFORE  SEPTEMBER  TWENTY  NINTH 

THE   CREDITOR   COMPANY 
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THE  DEBTOR  COMPANY 

BUSINESS  CENTER  CALIFORNIA 


September  26,  19—. 

The  Creditor  Company, 
Supply  City, 
California. 

Gentlemen : 

Your  telegram  relative  to  our  account  just  received, 
and  answering  same,  we  beg  to  say  that  we  have  no 
record  of  having  received  a  letter  from  you  under  date 
of  September  10th,  however,  we  fully  expected  to  be 
able  to  make  a  remittance  to  you  this  week,  as  staled 
in  our  last  letter,  but  we  have  been  disappointed,  and 
severely  handicapped  by  failure  to  receive  funds  that 
were  to  be  forthcoming  at  this  time. 

We  are,  nevertheless,  assured  of  these  funds  and  feel 
certain  that  same  will  be  in  our  hands  within  the  next 
few  weeks  at  least. 

In  view  of  your  many  kindnesses,  it  is  with  reluct- 
ance that  we  ask  you  for  more  time  on  this  account, 
but  our  situation  as  explained  makes  it  necessary.  Be- 
lieve us  to  be, 

Very  truly  yours. 

Till-:  DEBTOR  COMPANY 

(Signed) 
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THE  CREDITOR  COMPANY 

SUPPLY  CITY  CALIFORNIA 

October   11,   19—. 
The  Debtor  Company, 
Business  Center, 
California. 
Gentlemen : 

Your  letter  of  September  26th  has  been  received. 
We  had  expected  to  receive  a  check  for  the  May 
balance  of  $123.50  before  this  time,  and  while  we 
have  been  glad  to  allow  your  balance  to  run  so  long 
beyond  our  terms,  we  now  feel  that  this  account  should 
be  brought  up  to  date  within  the  next  few  days,  at 
the  latest. 

The  management  is  insisting  that  all  long  past-due 
accounts  be  cleaned   up  and  we  therefore  must  urge 
that  you  give  this  matter  your  prompt  attention. 
Yours  very  truly, 
THE  CREDITOR  COMPANY 
(Signed) 


THE  DEBTOR  COMPANY 

BUSINESS   CENTER  CALIFORNIA 

October  19,  19—. 
The  Creditor  Company, 
Supply  City, 
California. 
Gentlemen : 

We  have  yours  of  the  11th  inst.  relative  to  our 
account.  We  fully  realize  and  appreciate  the  fact  that 
you  have  been  very  patient  in  the  matter  of  settlement 
of  this  account. 

Permit  us  to  say  that  we  are  just  as  anxious  as  you 
are  to  have  the  account  balanced,  and  we  assure  you 
definitely  that   remittance  will   be  made   this   month. 

The  funds,  about  which  we  have  already  written  you, 
have  not  reached  us  as  yet,  due  to  the  fact  that  there 
are  some  necessary  details  to  be  taken  care  of  first,  and 
these  are  not  quite  completed,  but  will  be  within  the 
next  few  days. 

Again  assuring  you  of  our  earnest  desire  to  co- 
operate with  you,  we  are, 

Very  truly  yours, 
THE  DEBTOR  COMPANY 
(Signed) 
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THE  CREDITOR  COMPANY 

SUPPLY  CITY  CALIFORNIA 

November  1,  19 — . 

The  Debtor  Company, 
Business  Center, 
California. 

Gentlemen: 

This  refers  to  your  letter  of  October  19th. 

In  view  of  your  promise  to  definitely  close  out  your 
account  in  October,  we  are  very  much  disappointed 
that  you  did  not  send  us  a  remittance. 

While  we  know  you  appreciate  our  treatment  of  your 
case,  you  no  doubt  realize  that  we  can  not  be  expected 
to  carry  your  account  from  month  to  month. 

The  balance  due  us  is  now  pretty  old  and  we.  there- 
fore, desire  to  close  it  out  in  the  very  early  pari  of 
this  month. 

We  trust  we  will  not  have  to  write  you  again  re- 
garding this  matter  as  it  is  important  enough  to  merit 
your  prompt  attention. 

Yours  very  truly, 

THE  CREDITOR  COMPANY 

(Signed) 


A 


CCOUNT  balanced  on  November  5th. 


:::,!> 


A  RATHER  unusual  collection  exchange 
on  a  C.O.D.  account.  A  check  for  the 
disputed  amount  was  received  as  a  result  of 
the  creditor's  last  letter. 
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THE  CREDITOR  COMPANY 

SUPPLY  CITY  CALIFORNIA 


January  30,  19—. 

The  Debtor  Company, 
Business  Center, 
Washington. 

Gentlemen : 

On  August  31st  we  shipped  you  3-5#  cans  of 

and  12-lff  cans,  via  Express,  C.O.D. 

The  value  of  this  shipment  was  $16.32,  as  shown  on 
the  attached  invoice,  but  through  an  error,  the  C.O.D. 
was  made  out  for  only  $8.16,  which  you  no  doubt  can 
check  up  by  referring  to  the  amount  paid  the  Express 
Company  at  the  time. 

This  leaves  a  balance  of  $8.16  due  us,  which  we 
hope  you  will  find  correct.  We  shall  be  pleased  to 
receive  your  check  for  the  balance. 

We  are  sorry  there  was  a  mistake  in  the  amount  of 
the  C.O.D.,  and  we  hope  you  will  pardon  us  for  it. 

Yours  truly, 

THE  CREDITOR  COMPANY 

(Signed) 
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THE  CREDITOR  COMPANY 

SUPPLY  CITY  CALIFORNIA 

February  8,  19—. 
The  Debtor  Company, 
Business  Center, 
Washington. 
Gentlemen: 

We  do  not  seem  to  have  had  a  response  to  our  letter 
of  January  30th,  relative  to  a  $8.16  balance  due  us  to 
complete  payment  for  our  shipment  of  August  31st, 
consisting  of  3-5#  cans  and  12-1#  cans  of . 

The  value  of  this  shipment  was  $16.32,  but  through 
error  the  C.O.D.  was  made  out  for  only  $8.16,  which  you 
can  verify  by  referring  to  the  amount  paid  the  Ex- 
press Company  at  the  time. 

We  are  sorry  the  collection  was  made  for  the  in- 
correct amount,  and  trust  you  will  mail  us  your  check 
for  $8.16  for  the  portion  of  the  invoice  which  was 
unpaid. 

Thanking  you  for  your  co-operation,  we  are, 
Yours  truly, 

THE  CREDITOR  COMPANY 
(Signed) 


THE  DEBTOR  COMPANY 

BUSINESS   CENTER  WASHINGTON 

February   15,  19 — . 
The  Creditor  Company, 
Supply  City, 
California. 
Gentlemen: 

I  haven't  the  slightest  idea  what  your  invoice  called 
for  on  August  31,  1923.  Now  this  is  getting  mighty 
loose  way  to  do  business.  I  had  one  C.O.D.  parcel  post 
two  or  three  months  ago,  sent  wrong  but  they  caught 
it  in  two  or  three  days.  Now  that  is  quite  different. 
I  have  all  I  can  do  to  check  my  own  business. 
Yours   truly, 

THE  DEBTOR  COMPANY 
(Signed) 
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THE  CREDITOR  COMPANY 

SUPPLY  CITY  CALIFORNIA 


Feb.   23,    19—. 

The  Debtor  Company, 
Business  Center, 
Washington. 

Gentlemen: 

We  have  your  note  in  reply  to  our  February  8th 
letter,  wherein  we  asked  if  you  would  not  look  up  a 
shipment  we  made  you  on  August  31st,  of  3-5S   cans 

and  12-1#  cans  of  — ■ ,  which  were   sent   C.O.I). 

The  amount  collected  was  $8.16,  instead  of  $16.32,  as 
shown  on  the  invoice  we  sent  you  on  January  30th. 

We  know  it  is  rather  late  to  bring  this  matter  up, 
but  mistakes  will  happen  in  the  best  regulated  families. 
In  this  case  it  was  one  on  us,  and  we  thought  that  by 
giving  you  the  facts,  you  would  be  willing  to  help  us 
out,  for  we  know  you  would  not  want  to  be  a  party  to  a 
transaction  that  was  not  just  right. 

There  is  no  question  in  our  minds  but  that  only 
half  of  the  C.O.I),  charge  was  collected  in  other 
words  $8.16,  whereas  it  should  have  been  $16.32.  If 
you  still  feel  you  cannot  check  this  mallei-  and  refund 
us  the  balance,  we  of  course  will  he  obliged  l<>  charge 
it  off  to  "The  Follies  of  102:5." 

Yours  huh  . 

THE  CREDITOR  COMPANY 

(Signed  ) 


P.S.-    If  the   case   were   reversed,   we   assure    \<»u    th.it 
we  would  he  willing  to  help  you  out 


THIS  exchange  between  creditor  and 
debtor  is  supplemented  by  a  letter  from 
the  creditor's  salesman.  It  shows  frankness 
and  good  will  on  the  part  of  both  creditor  and 
debtor. 


THE  CREDITOR  COMPANY 

SUPPLY  CITY  NEW  JERSEY 

Dec.  20,  19—. 

The  Debtor  Company, 
Business  Center, 
New  Jersey. 

Gentlemen : 

Our  District  Sales  Office  informed  us  earlier  in  the 
month  that  your  Mr.  Brown  promised  a  check  on  our 
account  around  the  15th  of  the  month.  It  is  now  the 
20th,  but  the  remittance  has  not  yet  been  received. 

The  balance  on  your  account,  $125.00,  dating  back 
to  August,  is  now  considerably  past  due. 

As  you  have  been  one  of  our  old  friends,  we  have 
been  glad  to  extend  this  additional  time  in  order  to 
help  you  as  much  as  possible.  We  are  now,  however, 
very  anxious  to  bring  up  to  date  as  many  accounts  as 
possible,  and  hope  to  receive  the  check  you  promised 
by  not  later  than  the  26th  of  the  month. 

Kindly  give  this  your  earliest  attention. 

Yours  very  truly, 

THE  CREDITOR  COMPANY 

(Signed) 
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THE  DEBTOR  COMPANY 

BUSINESS  CENTER       NEW  JERSEY 


December  21st,  19 — . 
The  Creditor  Company, 
Supply  City, 
New  Jersey. 

Gentlemen : 

It  is  with  extreme  regret  that  we  have  been  unable 
to  mail  you  a  check  for  the  balance  of  your  account. 

We  had  fully  expected  to  receive  remittances  before 
this  time  which  would  enable  us  to  do  this,  but  in  spite 
of  our  most  concerted  efforts  we  have  been  unable  to 
do  so. 

The  courtesy  you  have  shown  us  has  approached  a 
point  where  patience  ceases  to  be  a  virtue,  we  know, 
but  circumstances  beyond  our  control  seem  to  have 
forced  this  situation  upon  us. 

We  have  this  to  say,  that  during  the  present  year 
we  have  shown  a  respectable  profit  in  our  business, 
but  a  certain  portion  of  this  has  been  consumed  by  the 
increase  of  our  line  of  pistons.  19 — >  has  every  indica- 
tion of  being  a  big  year  in  our  business,  and  with  a 
program  of  no  added  investment  we  are  sine  to  catch 
up  with  ourselves.  It  may  interest  you  to  know  thai 
the  total  outstanding  bills  outside  of  our  casting  obli- 
gations which  are  handled  within  our  own  organiza- 
tion amount  to  a  total  of  only  four  or  Ave  thousand 
dollars,  and  while  it  is  regrettable  thai  the  situation 
as  to  actual  cash  is  acute,  yel  this  indicates  thai  we 
will  be  able  to  liquidate  these  bills  within  a  short  time. 

We  cannot  promise  any  definite  date  for  payment  of 

our  bills,  but   they   will    be   reduced   just   as   rapidl\    as 
we  can  possibly  get  our  collections  in. 

Please  believe  us  when  we  say  thai  we  are  sincere 
in  our  appreciation  of  your  co-operation  and  thai  we 
only  hope  the  future  will  place  us  in  position  t<>  enable 

us  to  give  you  a  practical  demonstration  of  this  appre 
ciation. 

Yours  respectfully, 

Till".  DEBTOR  COMPANY 

lied) 
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THE  CREDITOR  COMPANY 

SUPPLY  CITY  NEW  JERSEY 


December  27,  19—. 
The  Debtor  Company, 
Business  Center, 
New  Jersey. 

Attention  Mr.  Brown,  Treasurer. 

Gentlemen : 


We  have  your  letter  of  December  21st,  and  are  very 
much  disappointed  that  you  were  not  able  to  offer 
some  definite  suggestion  regarding  settlement  of  our 
account. 

In  reading  through  your  letter,  we  have  obtained  the 
impression  that  you  have  very  little,  if  any,  cash  in 
the  bank,  and  from  the  information  gathered  through 
the  usual  routine  of  credit  work,  it  appears  that  you  are 
heavily  indebted  to  banks  and  individuals. 

In  this  connection,  we  assume  that  your  outstand- 
ing accounts  receivable  have  been  reduced  consider- 
ably since  the  first  of  the  year,  in  view  of  the  figure 
given  in  your  letter  which  shows  this  item  now  at 
about  $4,500.  We,  however,  should  much  prefer  to 
obtain  information  regarding  your  finances  direct 
from  yourselves  rather  than  from  data  obtained  through 
other  sources.  Won't  you,  therefore,  favor  us  with  a 
copy  of  your  latest  financial  statement?  We  make  this 
request  because  we  have  assurances  of  your  appreci- 
ation of  our  courteous  treatment  of  your  case,  and  be- 
cause we  also  feel  that  you  will  want  us  to  know  your 
present  situation  in  detail. 

Now,  turning  back  to  the  account  itself,  we  should 
like  to  suggest  the  following  method  of  settlement: 
Send  us  a  check  at  this  time  for  $150.00,  and  a  promis- 
sory note  for  $300.00  due  on  January  25,  19—.  This 
method  will  no  doubt  be  of  great  assistance  to  you, 
and  at  the  same  time  it  will  enable  us  to  show  the 
officers  of  the  corporation  that  you  are  doing  some- 
thing definite  toward  balancing  your  long  past-due 
account. 

It  is  hoped  that  this  will  strike  you  as  a  fair  propo- 
sition, and  that  you  will  promptly  favor  us  with  a 
check  and  a  note,  together  with  a  copy  of  your  latest 
financial  statement. 

Yours  very  truly, 
THE  CREDITOR  COMPANY 
(Signed) 
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THE  CREDITOR  COMPANY 

(BRANCH  OFFICE) 


BUSINESS  CENTER 


NEW  JERSEY 


December  29,  19- 


The  Creditor  Company, 
Supply    City, 
New  Jersey. 


Re:  The  Debtor  Company. 


Gentlemen : 


We  have  a  copy  of  your  letter  to  the  above  company, 
dated  December  27th  in  reference  to  their  past-due 
account. 

Mr.  Brown  forwarded  to  us  their  check  of  December 
29th  for  $150.00,  which  will  leave  a  balance  due  of 
$300.00.  He  states  in  his  letter  to  us  that  he  is  sorry 
that  more  could  not  have  been  mailed,  but  they  want 
us  to  realize  that  they  arc  vers  conscientious  about 
their  account,  and  are  reducing  it  just  as  fast  as  they 
possibly  can. 

We  will  keep  them  in  mind,  and  advise  you  from 
time  to  time. 

Hoping  this  will   help   out   on    this   account,   we   arc 
Very   truly   yours, 
THE  CREDITOR  COMPANY 
(Signed > 
Sales  Manager,  Branch  Office 
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THIS  letter,  written  to  a  customer  in  a 
Southern  agricultural  community  with 
an  account  many  months  past  due,  combines 
courtesy  with  a  knowledge  of  conditions.  It 
evoked  the  response  contained  on  the  next 
page. 


THE  CREDITOR  COMPANY 

SUPPLY  CITY  CALIFORNIA 


October  2,  19—. 
The  Debtor  Company, 
Business  Center, 
Alabama. 

Gentlemen : 

By  referring  to  the  enclosed  statement,  you  will  see 
that  you  owe  us  $446.14  that  is  now  due  on  your 
account.  You  will  also  note  that  you  owe  us  for  mer- 
chandise purchased  as  far  back  as  last  April,  May  and 
June.  We  are  quite  confident  that  you  do  not  intend 
to  ask  us  to  wait  longer  for  our  money,  especially  at 
this  time  of  the  year. 

As  we  understand  it,  the  people  in  your  section  are 
now  picking  cotton.  With  cotton  selling  at  from  28c 
to  29c,  it  seems  to  us  that  you  could  impress  upon 
your  customers  the  importance  of  paying  you  in  order 
that  you  can  pay  us  and  we  in  turn  can  pay  the  people 
whom  we  owe. 

Surely,  you  will  be  good  enough  to  let  us  have  the 
money. 

Yours  very  truly, 

THE  CREDITOR  COMPANY 

(Signed) 
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THE  DEBTOR  COMPANY 

BUSINESS  CENTER  ALABAMA 


October  7,  19—. 
The  Creditor  Company, 
Supply  City, 
California. 

Attention  Mr.  J.  H.  Jones,  Assistant  Treasurer. 

Gentlemen : 

We  are  just  in  receipt  of  your  favor  of  the  2nd,  in 
which  you  say  you  understand  the  people  in  this  sec- 
tion are  now  picking  cotton  and  selling  it  from  28c  to 
29c,  which  is  correct  with  such  as  those  who  have 
picked  their  cotton,  but  it  will  be  some  ten  days  or  two 
weeks  before  we  will  feel  the  effects  of  this. 

It  has  been  a  long  time  since  we  have  received  as 
nice  a  letter  as  this  from  any  one  whom  we  owed  an 
account,  and  the  writer  wishes  to  express  his  appre- 
ciation of  your  attitude  in  this  connection  and  assure 
you  that  on  the  10th,  we  will  send  you  (heck  for  at 
least  the  April  purchases  with  interest  from  due  date, 
and  if  possible  for  more,  and  we  hope  to  be  able  on 
about  the  20th,  to  let  you  have  check  for  the  May  pur- 
chases, and  on  the  1st,  we  hope  to  be  able  to  lake  up 
the  balance  due  you. 

On  account  of  the  small  capital  whidb  we  have  to 
operate  on  as  you  know,  we  have  been  behind  with 
you  several  times,  and  on  two  or  three  occasions  had 
to   give    you    notes,    but    we    think    if    you    will    look    Bl 

your  records  we  have  never  missed  paying  one  of  our 

notes  on  (\uv  date,  and   hope  thai   with   this  record   \<>u 
will  be  able  lo  be  patient  with  us  ;i  lew    da\s  longer. 

Thanking  you  for  past  favors,  we  beg  i<>  remain, 
Yours  very  trills . 
Tin;  DEBTOR  COMPANY 
aed) 
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THE  debtor  in  this  exchange  had  given  the 
creditor  over  $50,000  worth  of  business 
in  the  last  three  years.  The  past-due  item  of 
$80.20  was  small  in  comparison,  but  it  seemed 
to  be  uncollectible.  The  secretary  of  the 
Creditor  Company  made  a  skillful  use  of  their 
past  relations  and  secured  payment.  Note 
the  natural  conversational  tone  in  the  credi- 
tor's letter. 


THE  CREDITOR  COMPANY 

SUPPLY  CITY  CALIFORNIA 

March  14,  19—. 
The  Debtor  Company, 
Business  Center, 
Kansas. 

Dear  Mr.  Debtor: 

The  Credit  and  Collection  Department  has  called  my 
attention  to  an  old  balance  existing  on  your  account 
amounting  to  $80.20.  This  balance  is  an  amount  left 
over  from  purchases  made  by  you  more  than  a  year 
ago. 

You  have  been  a  mighty  good  customer  of  ours  and, 
compared  with  the  business  that  you  have  given  us,  the 
balance  of  $80.20  is  insignificant.  Still,  it  takes  money, 
you  know,  to  keep  the  wheels  of  progress  properly 
oiled  and  greased  and  in  order  to  do  this  accounts 
must  be  collected.  This  particular  bill  which  I  am 
writing  about  happens  to  be  so  old  that  it  has  an 
accumulation  of  dust  on  it. 

You  have  been  good  enough  to  send  us  several  pay- 
ments on  account  during  the  year,  but  it  is  now  pretty 
close  to  the  end  of  the  year,  and  I  am  therefore  going 
to  ask  you  to  please  write  out  a  check  for  the  full 
amount  and  put  it  in  the  enclosed  addressed  envelope 
so  that  we  may  balance  your  account  when  the  next 
mail  arrives. 

Your  personal  attention  to  this  will  be  very  much 
appreciated. 

Very  truly  yours, 

THE  CREDITOR  COMPANY 
(Signed) 
Secretary. 
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THE  DEBTOR  COMPANY 

BUSINESS  CENTER  KANSAS 


March  19,   19—. 


The  Creditor  Company, 
Supply  City, 
California. 


Attention  of  Secretary. 


Dear  Sir: 


I  received  your  letter  of  March  14th.  I  surely  appre- 
ciate the  splendid  manner  in  which  you  express  your- 
self regarding  my  account.  While  it  is  good  business 
to  pay  every  obligation,  whether  one  is  accorded  the 
fine  consideration  in  your  letter  or  not,  anyone  with  a 
grain  of  principle  would  surely  go  the  limit  to  meet 
one  like  yours. 

Respectfully, 

THE  DEBTOR  COMPANY 

(Signed) 
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AN  interesting  exchange  showing  how  a 
secretary  handled  a  case  that  was  re- 
ferred to  him  by  the  Credit  Department. 
Note  the  conversational  tone  of  the  secre- 
tary's letter,  and  note  also  the  effective  open- 
ing and  close.  Though  the  debtor  did  not 
pay  in  full,  the  proper  adjustment  was  made 
and  the  account  was  settled  in  a  manner  satis- 
factory to  both  creditor  and  debtor. 
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THE  CREDITOR  COMPANY 

SUPPLY  CITY  CALIFORNIA 

September  27,  19—. 
The  Debtor  Company, 
Business  Center, 
Oregon. 
Dear  Mr.  Debtor: 

This  is  the  last  letter  I  am  going  to  write  you  in  con- 
nection with  your  open  account  about  which  we  have 
corresponded  regularly  for  a  long  period. 

As  of  the  first  of  the  month  your  open  account 
showed  a  balance  of  $360.14,  and  of  course  there  are 
still  a  large  number  of  notes  open.  I  am  willing  to 
close  my  eyes  and  pretend  that  I  don't  see  these  past- 
due  notes,  for  the  sake  of  obtaining  a  settlement  of 
the  old  open  account;  but  I  must  request  that  this 
check  which  I  am  asking  you  to  send  be  in  full  of  the 
account  so  that  there  will  be  nothing  left  as  a  hang- 
over to  cause  further  correspondence. 

If  I  were  to  turn  the  account  back  to  our  Credit 
Department  now,  I  would  have  to  admit  that  I  failed 
to  collect  the  money  from  you  after  I  had  taken  the 
matter  out  of  their  hands.  They  would  then  probably 
commence  by  shutting  off  your  credit  and  the  next 
step  would  most  likely  be  a  draft  to  be  tinned  over  to 
attorneys  in  case  of  non-payment.  While  I  have  never 
met  you  personally,  I  feel  that  I  know  you  too  well 
even  to  imagine  that  you  would  permit  things  to  come 
to  such  a  pass. 

I  believe  that  this  corporation  has  shown  itself  a 
pretty  good   sport  in   permitting  you   to  carry   sonic 

$1500.00    of    arrears    on    your    note    account,    and    that 

good    sportsmanship    demands    that    you    return    the 

favor  by  paying  up  the  open  account,  for  which  I  am 
so  urgently  requesting  a  settlement.  Don't  send  a 
cheek  on  account,  for  that  would  he  meeting  my 
request  Only  partly.  Make  a  remittance  for  the  full 
amount.     I  know  you  can  do  it. 

Very  truly  yours, 

THE  CREDITOR  COMPANY 

(Signed | 

Secretary. 
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THE  DEBTOR  COMPANY 

BUSINESS  CENTER  OREGON 


October  1,  19—. 

The  Creditor  Company, 
Supply  City, 
California. 

Dear  Mr.  Creditor: 

We  are  very  pleased  to  enclose  herewith  our  check 
for  $260.14,  which  we  are  going  to  ask  that  you  credit 
to  our  open  account.  Your  letter  of  September  27th 
was  frank.  It  sets  forth  your  arguments  clearly,  and 
shows  a  friendly  attitude.  We  want  to  take  care  of 
this  account  at  once,  but  in  claiming  a  balance  of 
$40.00  the  writer  is  of  the  opinion  that  you  have  not 
allowed  us  anything  covering  the  credit  memorandum 
by  Mr.  Brown,  sent  several  months  ago.  Post  this 
credit  to  our  account  and  send  us  the  right  statement 
immediately  in  order  that  this  matter  may  be  closed  up. 

Appreciating  very  much  the  attitude  you  take  in 
your  letter  of  September  27th,  we  beg  to  remain, 

Very  truly  yours, 
THE  DEBTOR  COMPANY 
(Signed) 
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EXCHANGES  such  as  the  following  are 
not  unusual.  There  are  always  some 
debtors  who  will  deny  their  just  debts.  The 
particular  debtor  belongs  in  this  picturesque 
class.  He  wrote  his  reply  at  the  bottom  of 
the  creditor's  letter. 


THE  CREDITOR  COMPANY 

SUPPLY  CITY  PENNSYLVANIA 

November  9,  19 — . 
The  Debtor  Company, 
Business  Center, 
Pennsylvania. 

Dear  Mr.  Debtor: 

Your  invoice  of  September  20lh,  covering  goods 
shipped  to  you  on  that  date,  was  due  October  29th. 
No  doubt  you  expected  to  pay  this  account,  but  have 
overlooked  it. 

Kindly  send  us  your  check  by  return  mail  for  $3.80 
to  balance  it,  and  accept  our  thanks. 

Verj   trulj   yours, 

THE  CREDITOR  COMPANY 

(Signed) 


"Your  funny  expression  of  'no  doubt  etc.'  got   m<\ 

whenever  you  deliver  any  K<>"ds  to   me  you'll   ^il   your 

pay,  but  I  never  ree'd  goods  from  you  bo  I  don't  owe 

you   anything,    I    don't    owe    no   man   a   dollar,   but    BUCfa 
talk  to  me  is  bosh." 
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CERTAIN  debtors  are,  from  a  creditor's 
point  of  view,  frankly  impossible.  The 
following  exchange  reveals  the  hopelessness 
of  some  situations. 
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THE  CREDITOR  COMPANY 

SUPPLY  CITY  MASSACHUSETTS 

January  5,  19 — . 
The  Debtor  Company, 
Business  Center, 
Connecticut. 

Dear  Mr.  Debtor: 

We  have  written  to  you  several  times  on  your  ac- 
count. For  your  information,  we  are  itemizing  the 
bill  at  the  foot  of  this  letter.  Do  you  not  feel  that  we 
have  done  our  part  in  waiting  a  year  on  this  account? 
Please  give  it  your  attention  NOW.     I  need  it  now. 

Very  truly  yours, 
THE  CREDITOR  COMPANY 
(Signed) 
19— 

July  15     To   Shoes    $4.50 

Dec.  15     To   Slippers   &   Shoes 4.25 

Dec.  20     To  Slippers  &  Hose 2.75 

$11.50 


THE  DEBTOR  COMPANY 

BUSINESS  CENTER  CONNECTICUT 

Jan.  7,   11)—. 
The  Creditor  Company, 
Supply  City, 
Massachusetts. 

Dear  Sir: 

I  am   sure  you  have  done  your  pail.     Now  il    is  and 

has  been  up  to  me  to  do  mine. 

Scud   me   out   a    note   for   six    months.      I   will   si^'ii    il. 
I  thank  ypU  for  your  kindness. 

Verj   Irulj   yours, 
THE  DEBTOR  COMPANY 
(Signed  I 


A  RETAILER  who  was  appealed  to  for 
examples  of  poor  collection  letters  he 
had  received,  replied : 

"Fortunately,  I  have  not  as  yet  received  any 
but  very  polite  letters,  but  only  the  daisies 
know  what  there  may  be  in  store  for  me.  One 
very  good  letter  that  came  to  me  recently 
ended  with :  'May  we  not  have  the  courtesy  of 
your  check  by  return  mail — sent  with  genuine 
pleasure?'  I  had  disputed  one  item  in  the  bill, 
and  had  returned  it.  After  some  correspon- 
dence back  and  forth,  they  granted  the  deduc- 
tion, and  with  it  came  a  letter  with  the  above 
close.  If  not  for  that  letter,  I  don't  think  I 
would  have  dealt  with  them  again.  Of  course, 
it  wasn't  really  a  collection  letter — it  was  more 
of  a  sales  letter,  and  accomplished  its  pur- 
pose." 

This  letter  shows  how  valuable  it  is  for  a 
creditor  who  makes  an  adjustment  to  do  it 
graciously. 
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VII.   EXCHANGES   ON   ORDERS   FROM   CUSTOMERS 
WHO  ARE  BEHIND  IN  THEIR  PAYMENTS 


879 


AN  exchange  that  illustrates  how  to  handle 
new  orders  from  a  debtor  who  has  not 
paid  his  bills  at  maturity. 
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THE  DEBTOR  COMPANY 

BUSINESS  CENTER  COLORADO 


September  27,  19—. 

The  Creditor  Company, 
Supply  City, 
California. 

Gentlemen : 

We  have  your  letter  of  September  23rd  calling  our 
attention  to  your  charge  of  July  26th  amounting  to 
$168.79.  We  had  hoped  to  take  care  of  this  invoice 
before  this  time.  However,  our  collections  have  been 
somewhat  slower  than  usual,  and  it  has  been  necessary 
for  us  to  take  an  additional  extension  of  time.  We  are 
wondering  if  it  will  be  convenient  for  you  to  take  our 
interest-bearing  note  for  at  least  a  portion  of  this 
charge.  We  shall  consider  it  indeed  a  favor  if  you 
can  arrange  to  do  so. 

Yours  very  truly, 
THE  DEBTOR  COMPANY 
(Signed) 
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THE  CREDITOR  COMPANY 

SUPPLY  CITY  CALIFORNIA 


September  30,  19—. 

The  Debtor  Company, 
Business  Center, 
Colorado. 

Gentlemen : 

This  refers  to  your  letter  of  September  27th  regard- 
ing the  balance  due  us  of  $168.79. 

As  this  account  is  already  a  little  over  thirty  days 
past  due,  we  would  not  like  to  take  a  note  for  more 
than  thirty  days.  This,  however,  would  make  the  note 
payable  on  the  30th  of  October. 

As  it  is  not  a  practice  with  us  to  take  notes,  may  we 
suggest  that  you  send  us  a  check  for  $68.79  sometime 
within  a  week,  and  favor  us  with  a  check  for  the 
balance  about  October  30th.  This  arrangement  is  prac- 
tically the  same  as  taking  your  note,  as  it  gives  you  an 
additional  month  in  which  to  pay  the  account. 

We  are  doing  this  because  we  desire  to  co-operate 
with  you,  and  we  are  relying  on  your  sense  of  fair 
play  to  make  arrangements  to  take  care  of  your  ac- 
count as  outlined  above. 

Yours  very  truly, 
THE  CREDITOR  COMPANY 
(Signed) 
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THE  DEBTOR  COMPANY 

BUSINESS  CENTER  COLORADO 

October  14,  19—. 
The  Creditor  Company, 
Supply  City, 
California. 

Gentlemen : 

Your  letter  of  September  30th  has  been  given  the 
writer  for  his  attention  upon  returning  to  the  office. 
I  certainly  appreciate  the  extension  of  time  you  have 
offered  us  in  payment  of  the  account,  and  you  can  be 
assured  that  we  will  take  care  of  the  account  as  soon 
as  possible.  However,  we  will  be  unable  to  forward 
a  remittance  just  at  this  time,  but  expect  to  be  able 
to  the  early  part  of  next  week. 

We  trust  this  will  be  satisfactory  to  you. 

Yours  very  truly, 

THE  DEBTOR  COMPANY 

(Signed) 


THE  CREDITOR  COMPANY 

SUPPLY  CITY  CALIFORNIA 

October  22,    19 — , 
The  Debtor  Company, 
Business   Center, 
Colorado. 

Gentlemen  : 

This  refers  to  your  letter  of  October  1  lib.  and  la  to 
remind  you  thai  we  have  noi  yet  received  your  check 

in   settlement   of  our   account. 

We   are   pleased    to   note  thai    \<>u   appreciate   "in 

operating  with  you.  and  trust   you  will  now  balance 

your  account. 

Yours  vri'\   truly, 
The  CREDITOR  COMPANY 
(Signed) 
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THE  CREDITOR  COMPANY 

SUPPLY  CITY  CALIFORNIA 

November  20,  19—. 
The  Debtor  Company, 
Business  Center, 
Colorado. 
Gentlemen : 

Thank  you  for  the  order  recently  placed  at  our 
factory. 

As  much  as  we  should  like  to  release  this  order  on 
open  account,  we  feel  that  you  ought  to  pay  the  July 
balance  of  $168.79  before  we  approve  additional  orders 
on  open  account.  We  have  written  you  a  number  of 
letters  regarding  this  balance,  and  we  ask  you  again 
to  favor  us  with  a  check  promptly,  so  that  you  will 
not  be  inconvenienced  in  any  way  by  not  having  addi- 
tional shipments  released. 

Yours  very  truly, 
THE  CREDITOR  COMPANY 
(Signed) 


THE  DEBTOR  COMPANY 

BUSINESS  CENTER  COLORADO 

December  2,  19 — . 
The  Creditor  Company, 
Supply  City, 
California. 
Gentlemen : 

Supplementing  our  letter  of  November  20th  we  would 
appreciate  having  you  ship  to  us  the  packing  boxes 
C.O.D.  Will  you  please  take  the  matter  up  with  a  view 
to  having  the  shipment  go  forward  at  your  earliest 
convenience. 

In  connection  with  the  balance  due  on  account,  we 
will  now  be  able  to  take  care  of  this  within  a  very 
short  time.  Please  see  that  we  have  the  necessary 
information  in  connection  with  the  return  for  credit 
of  the  500  crates  that  we  have  in  stock  at  the  present 
time. 

Yours  very  truly, 
THE  DEBTOR  COMPANY 
(Signed) 
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THE  CREDITOR  COMPANY 

SUPPLY  CITY  CALIFORNIA 

January  17,  19 — . 
The  Debtor  Company, 
Business  Center, 
Colorado. 

Gentlemen : 

Thank  you  for  the  check  you  sent  us  the  other  day. 

The  remittance  was  received  after  our  letter  of  the 
14th  was  mailed  to  you.  We  are  glad  that  you  realized 
the  necessity  of  favoring  us  with  a  check.  This  re- 
lieved the  situation  somewhat,  but  as  the  balance  still 
due  dates  back  to  August,  we  must  again  request  that 
you  favor  us  with  an  additional  remittance  for  the 
remaining  $70.00  on  or  before  the  27th  of  the  month. 

We  shall  expect  a  check  within  the  next  ten  days. 

Yours  very  truly, 

THE  CREDITOR  COMPANY 

(Signed) 


THE  DEBTOR  COMPANY 

BUSINESS  CENTER  COLORADO 

February  -,  l(.) — . 
The  Creditor  Company, 
Supply  City, 
California. 

Gentlemen: 

We   arc   pleased    to   enclose    herewith    our   check   for 
$70.00,  which  brings  our  account  up  to  dale. 

Yours    very    trul\. 

THE  DEBTOR  COMPANY 
(Signed) 
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AN  exchange  that  illustrates  how  one 
creditor  handled  an  order  of  consider- 
able size  from  a  debtor  who  had  a  large  past- 
due  account. 
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THE  CREDITOR  COMPANY 

SUPPLY  CITY  DELAWARE 


September  10,  19—. 

The  Debtor  Company, 
Business  Center, 
Maryland. 

Attention  Mr.  Brown,  Secretary 

Gentlemen: 

In  view  of  the  interest  charges  we  are  losing  and  the 
additional  expense  that  we  are  put  to  in  writing  you 
frequently  and  in  carrying  your  account  on  our  books 
from  month  to  month — to  say  nothing  of  the  courtesy 
we  have  extended  you  in  allowing  your  January  ac- 
count of  $2157.03  to  remain  open  such  a  long  time 
do  you  not  honestly  feel  that  we  should  be  favored 
with  a  check  promptly,  bringing  your  account  up  to 
date? 

While  we  do  not  know  your  financial  condition  so 
intimately  as  to  stale  that  payment  of  this  accounl 
would  not  affect  yon  in  any  way,  we  fed  confident 

that   you   could   at    least   send    us  a  check   Cor  one  thou 

sand  dollars,  and  a  remittance  for  the  remaining  i»<.r 
tion  on  the   15th  of  October. 

Yours  very  truly, 
Till-:  CREDITOR  COMPANY 
(Signed) 
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THE  DEBTOR  COMPANY 

BUSINESS  CENTER  MARYLAND 


September  14,  19 — . 

The  Creditor  Company, 
Supply  City, 
Delaware. 

Gentlemen: 

We  have  received  your  letter  of  September  10th  in 
further  reference  to  your  old  account,  and  we  appre- 
ciate greatly  the  courtesy  you  have  extended  to  us  on 
this  account. 

We  would  like  very  much  to  send  you  a  check  cover- 
ing full  payment  but  we  find  it  is  impossible  at  this 
time.  However,  we  are  willing  to  make  a  prompt 
partial  settlement  if  acceptable  to  you. 

As  you  probably  know,  we  have  not  been  operating 
our  Plant  #  2  for  several  months,  but  we  expect  to 
start  it  up  within  the  next  few  weeks,  and  we  will  be 
requiring  further  shipments  of  material.  If  we  make 
a  settlement  on  this  old  bill  of  about  one-third  cash 
and  balance  in  two  short  notes,  we  would  like  to  know 
if  it  would  be  possible  for  you  to  ship  us  a  minimum 
car  of  material  on  your  regular  credit  terms. 

We  feel  that  we  are  gradually  working  out  of  our 
previous  position  and  we  hope  that  you  will  help  us 
out  by  extending  this  additional  credit  to  us. 

Yours  very  truly, 
THE  DEBTOR  COMPANY 
(Signed) 
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THE  CREDITOR  COMPANY 

SUPPLY  CITY  DELAWARE 


The  Debtor  Company, 
Business  Center, 
Maryland. 


September  22,  19- 


Gentlemen : 

This  refers  to  your  letter  of  September  14th. 

In  view  of  the  fact  that  we  have  allowed  your  ac- 
count to  run  so  long,  we  feel  it  is  not  unreasonable  to 
expect  at  least  $1000.00  in  cash  before  this  month  is 
over;  the  balance  to  be  paid,  $500.00  on  October  25th 
and  $671.55  on  November  25th. 

In  this  connection,  may  we  not  refer  to  the  August 
account  for  which  the  writer  is  also  responsible. 

The  August  9th  balance,  $63.37,  covering  a  charge 
for  material  used  by  you  and  shipped  on  consignment, 
is  now  over  a  month  past  due.  However,  in  order  to 
help  you  as  much  as  possible,  it  is  suggested  that 
you  favor  us  with  $300.00  on  October  15th  and  $330.37 
on  November  15th. 

In  regard  to  shipping  another  carload  of  material, 
we  are  glad  to  make  the  following  proposition:  The 
shipment  will  be  released  on  three  trade  acceptances; 
the  first  trade  acceptance  payable  December  25th,  the 
second  payable  January  25th,  and  the  third  February 
25th,  19 — .  These  acceptances  are  not  to  include 
interest. 

You  can  see  from  the  above  that  we  are  anxious  to 
co-operate  with  you  as  much  as  possible.  We  are 
counting  on  receiving  the  initial  payment  of  $1000.00 
before  September  2<Sth,  ;is  indicative  of  your  accep- 
tance of  the  plan  outlined  herein. 

Yours  very  truly, 

Till-:  CREDITOR  COMPANY 

(Signed) 
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THE  DEBTOR  COMPANY 

BUSINESS  CENTER  MARYLAND 

October  1,  19—. 

The  Creditor  Company, 
Supply  City, 
Delaware. 

Gentlemen : 

On  my  return  I  find  your  letter  of  September  22nd, 
in  answer  to  ours  regarding  additional  shipments.  We 
are  phased  to  enclose  the  settlement  which  you  ask 
for,  that  is,  a  check  for  $1000.00,  and  a  one  and  a  two 
months  note  covering  the  balance  of  the  old  account. 
We  understand  that  a  minimum  carload  of  material 
will  be  shipped  to  us  at  once. 

We  have  only  eight  tons  in  stock,  and  we  are  starting 
up  our  electric  furnace  again  after  a  long  shut  down, 
the  middle  of  this  week,  so  we  would  ask  that  you 
wire  this  order  to  your  factory  and  also  have  them 
wire  us  the  car  number  so  that  we  can  follow  it 
through.  Anything  you  can  do  to  help  us  out  on  quick 
delivery  will  be  very  much  appreciated. 

We  of  course  accept  your  proposition  on  the  car  to 
be  released  to  us  on  three  trade  acceptances. 

In  reference  to  the  August  account,  your  suggestion 
to  pay  $300  on  October  15th  and  $336.37  on  November 
15th  is  acceptable  and  we  will  arrange  to  do  this,  and 
better  it   if  possible. 

Thanking  you  for  your  consideration  and  trusting 
you  can  get  the  carload  shipped  to  us  promptly,  we  are 

Yours  very  truly, 
THE  DEBTOR  COMPANY 
(Signed) 
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THE  CREDITOR  COMPANY 

SUPPLY  CITY  DELAWARE 


October  3,  19—. 

The  Debtor  Company, 
Business  Center, 
Maryland. 

Gentlemen : 

Thank  you  for  the  $1000.00  check  and  the  notes 
which  were  received  yesterday. 

We  have  arranged  with  Mr.  Brown  to  release  one- 
half  of  the  carload  of  material  on  consignment,  with 
the  understanding  that  a  check  for  $300.00  applying  on 
this  shipment  is  to  be  in  our  hands  by  the  ^th  or  the 
5th  of  this  month  at  the  latest.  It  is  our  understanding 
that  this  material  is  being  taken  care  of  by  your  office. 

This  is  a  slightly  different  arrangement  from  thai 
outlined  in  our  letter  of  September  22nd,  but  was 
agreed  upon  by  Mr.  Smith. 

Very  truly  yours, 

THE  CREDITOR  COMPANY 

(Signed) 
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AN  exchange  of  correspondence  on  an  or- 
der that  was  held  up  owing  to  an  unpaid 
past-due  account. 
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THE  CREDITOR  COMPANY 

SUPPLY  CITY  CALIFORNIA 


January  31,  19 — . 

The  Debtor  Company, 
Business  Center, 
Oregon. 

Gentlemen: 

We  were  glad  to  get  your  check  to-day  for  $84.88 
paying  the  November  2nd  bill,  and  we  thank  you  for  it. 

Won't  you  please  write  us  what  may  have  been  the 
cause  of  such  a  long  delay  in  taking  care  of  this  obli- 
gation? We  have  an  order  here,  your  #L()553-1  of 
December  30th,  for  20- XA  gro  c/s  of  canned  fruit 
which  we  have  been  holding  up  owing  to  the  non- 
payment of  this  November  2nd  bill.  It  is  our  policy 
not  to  ship,  when  a  past-clue  item  is  owing. 

We  should  like  to  keep  you  in  line  for  credit,  and 
therefore  hope  that  you  will  take  us  into  your  confi- 
dence and  give  us  full  particulars,  so  that  we  may 
serve   you    intelligently-— particularly  in   reference   to 

shipping  the  order  above. 

Yours  truly, 

THE  CREDITOB  COMPANY 

(Signed) 
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THE  DEBTOR  COMPANY 

BUSINESS  CENTER  OREGON 


February  15,  19 — ■. 

The  Creditor  Company, 
Supply  City, 
California. 

Gentlemen : 

Replying  to  your  letter  of  January  31st  in  which  you 
request  information  as  to  what  was  the  cause  of  the 
delay  in  making  settlement  of  your  invoice  dated  No- 
vember 2nd  amounting  to  $84.88,  we  wish  to  tell  you 
that  we  have  been  carrying  a  very  heavy  inventory, 
and  collections  have  been  exceedingly  slow  for  the  past 
couple  of  months. 

We  also  wish  to  say  that  we  are  now  making  plans 
for  expansion  of  our  wholesale  grocery  business  and 
are  enclosing  circulars  for  your  information.  The 
X  Company  from  now  on  will  own  and  control  the 
Z  Company,  which  will  become  a  subsidiary  company 
and  handle  nothing  but  wholesale  groceries. 

If  there  is  any  further  information  you  desire,  do 
not  hesitate  to  call  upon  us. 

Very  truly  yours, 
THE  DEBTOR  COMPANY 
(Signed) 
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THE  CREDITOR  COMPANY 

SUPPLY  CITY  CALIFORNIA 

February  18,  19—. 
The  Debtor  Company, 
Business  Center, 
Oregon. 

Gentlemen: 

We  thank  you  for  your  February  15th  letter  telling 
us  your  plans  and  the  reason  for  delay  in  paying  our 
November  2nd  bill. 

We  also  have  your  telegram  of  the  16th  (which  was 
not  delivered  at  our  office  until  this  morning)  re- 
garding your  recent   order. 

After  reading  your  letter  and  the  papers  sent  with  it, 
we  were  willing  to  pass  the  order,  and  the  goods  will 
leave  our  factory  to-day,  in  accordance  with  our  wire 
this   morning. 

We  are  passing  the  order,  however,  with  the  under- 
standing that  you  will  co-operate  with  us  in  the  main- 
tenance of  our  sales  terms,  by  remitting  in  thirty  days 
from  date  of  shipment  if  discount  is  not  taken  in  ten 
days.  These  are  the  most  liberal  terms  we  are  able 
to  grant. 

We  trust  that  your  new  plans  will  be  successful  and 
that  the  near  future  will  find  you  in  easier  financial 

circumstances,  so  that  you  may  be  able  to  lake  care 
of  discounts,  for  they  add  considerably  to  one's  profits. 
We  want  to  keep  your  company  in  line  for  credit  and 
therefore  would  be  pleased  to  receive  a  copy  of  your 
financial    statement    showing    your    present    condition. 

If,  however,  you  have  given  these  figures  to  either 
of  the  mercantile  agencies  recently,  please  let  us  know 
and  we  shall  be  glad  to  gel  the  information  from  them. 

Any  information  given  will  be  held  in  strict  con- 
fidence. 

Very  trulj  yours, 

Till-;  CREDITOB  COMPANY 

(Signed) 
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THE  DEBTOR  COMPANY 

BUSINESS  CENTER  OREGON 


February  23,  19—. 

The  Creditor  Company, 
Supply  City, 
California. 

Gentlemen : 

Replying  to  your  letter  of  February  18th,  in  which 
you  request  our  financial  statement,  we  are  glad  to  say 
that  we  shall  be  in  a  position  to  send  you  a  statement 
in*  the  very  near  future.  In  the  meantime  if  you  require 
additional  credit  information,  we  respectfully  refer 
you  to  Bradstreet  or  Bun. 

We  will  see  that  your  invoices  are  paid  within  the 
terms  shown  on  invoice. 


Very  truly  yours, 
THE  DEBTOR  COMPANY 
(Signed) 
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VIII.  RETAIL  EXCHANGES 
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MISTAKES  happen  in  all  credit  depart- 
ments. Since  debtors  are  more  sensi- 
tive to  the  mistakes  of  creditors  than  they  are 
to  their  own  oversights  or  errors,  it  is  neces- 
sary that  credit  managers  be  very  gracious  in 
apologizing  for  their  own  slip-ups.  The 
credit  manager  in  this  instance  satisfied  the 
customer  completely. 
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THE  CREDITOR  COMPANY 

SUPPLY  CITY  NEW  YORK 

March  12,  19—. 

Mr.  A.  B.  Debtor, 
Business  Center, 
New  York. 

Dear  Mr.  Debtor: 

Search  as  we  may,  we  are  unable  to  find  a  record  of 
your  check  for  $95. 

Possibly  it  was,  in  error,  credited  to  the  account  of 
another  one  of  our  customers.  Should  this  prove  to  be 
the  case,  and  if  the  voucher  has  been  returned  by  your 
bank,  won't  you  kindly  tell  us  the  folio  number  appear- 
ing in  the  upper  left  hand  corner,  on  the  face  of  the 
same? 

We  hesitate  to  trouble  you  to  this  extent,  but  this 
information  will  be  very  helpful  in  straightening  out 
the  matter. 

Respectfully, 

THE  CREDITOR  COMPANY 

(Signed) 


:;!)!» 


A.  B.  DEBTOR 

BUSINESS  CENTER  NEW  YORK 


March  13,  19—. 

The  Creditor  Company, 
Supply  City, 
New    York. 

Dear  Mr.  Creditor: 

In  reply  to  your  letter  of  the  12th,  I  wish  to  say  that 
my  check  for  $95  was  under  my  number  1144,  Feb- 
ruary 25,  19 — . 

I  am  asking  the  bank  upon  which  my  check  was 
drawn  to  let  me  know  whether  the  check  has  gone 
through. 

Very  truly  yours, 

A.  B.  DEBTOR 

(Signed) 
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THE  CREDITOR  COMPANY 

SUPPLY  CITY  NEW  YORK 


March   16,   19—. 

Mr.  A.  B.  Debtor, 
Business  Center, 
New  York. 

Dear  Mr.  Debtor: 

Replying  to  your  letter  of  March  13th,  we  find  on 
further  investigation  that  your  check  was  received 
and  has  now  been  credited  to  your  account. 

We  regret  that  you  were  caused  any  bother,  and 
hope  you  will  overlook  the  annoyance  arising  from 
this  incident. 

Respectfully, 


THE  CREDITOR  COMPANY 
(Signed) 


KM 


CREDITORS  make  mistakes  as  well  as 
debtors.  In  the  following  exchange  the 
debtor  who  neglected  to  pay  his  account  at 
maturity  was  of  course  a  guilty  party.  The 
creditor,  however,  by  dunning  the  debtor 
after  the  bill  had  been  paid,  lays  himself 
open  to  criticism.  This  exchange  illustrates 
some  of  the  dangers  in  form-letter  corre- 
spondence. It  is  quite  evident  that  the  letters 
received  from  the  debtor  have  not  been  read 
but  merely  mechanically  referred  to  Clerk 
No.  6  with  instructions  to  use  Form  Letter 
No.  22  A.  Such  correspondence  is  of  course 
exasperating  to  any  debtor,  even  though,  as 
in  this  case,  the  debtor  was  originally  respon- 
sible for  initiating  the  correspondence.  Note 
the  fact  that  the  creditor  fails  to  apologize 
for  his  mistakes.  Note  also  the  poor  English 
in  the  creditor's  letters,  e.g.,  the  use  of  "ad- 
vise," dangling  participles,  the  long  sentences, 
and  the  absence  of  personal  pronouns. 
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THE  CREDITOR  COMPANY 

SUPPLY  CITY  CALIFORNIA 


February  1,  19 — . 
Mr.  A.  B.  Debtor, 
Business  Center, 
California. 

Dear  Mr.  Debtor: 

We  note  your  account  of  October  for  $5  is  still  un- 
paid, and  would  draw  your  attention  to  our  terms,  viz. : 
— "Goods  are  sold  at  cash  prices  and  payment  required 
early  part  of  following  month." 

We  trust,  therefore,  that  you  will  favor  us  with  pay- 
ment in  accordance  with  these  terms. 

Yours  truly, 

THE  CREDITOR  COMPANY 

(Signed) 


A.  B.  DEBTOR 

BUSINESS  CENTER  CALIFORNIA 

February    L   10—. 
The  Creditor  Company, 
Supply  City, 

California. 

Gentlemen : 

I   ;iin   enclosing  a   check    for  $5.00   in   payment   of  my 
October   account.      I    want    to   apologize    for   this   delay. 

1  thought  thai  I  had  paid  the  bill. 

Very  truly  yours, 
\.  B.  DEBTOR 
tied) 


in:; 


THE  CREDITOR  COMPANY 

SUPPLY  CITY  CALIFORNIA 


March  7,  19—. 

Mr.  A.  B.  Debtor, 
Business  Center, 
California. 

Dear  Mr.  Debtor: 

No  reply  having  been  received  to  several  communi- 
cations sent  you,  your  account  has  been  referred  to  me 
for  personal  attention. 

As  the  same  covers  purchases  dating  back  to  Oc- 
tober, will  you  not  take  this  matter  up  immediately 
and  advise  whether  or  not  any  adjustment  is  necessary. 

Assuring  you  of  a  desire  to  give  the  matter  imme- 
diate personal  attention,  and  awaiting  your  reply,  we 
are 

Very  truly  yours, 

THE  CREDITOR  COMPANY 


October  $5.00 


(Signed) 
Credit  Manager. 
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A.  B.  DEBTOR 

BUSINESS   CENTER  CALIFORNIA 

March  12,  19—. 
The  Creditor  Company, 
Supply  City, 
California. 

Gentlemen : 

I  am  enclosing  your  collection  letter  of  March 
6th. 

The  account  in  question  was  paid  February  4th.  I 
apologized  for  the  delay  in  a  letter  I  wrote  to  you  on 
that  date. 

I  have  the  cancelled  check  in  my  possession.  You 
endorsed  it  to  the  order  of  the  Central  Bank  on 
February  8th. 

Please  revise  your  records. 

Very  truly  yours, 

A.  B.  DEBTOR 

(Signed) 


THE  CREDITOR  COMPANY 

SUPPLY  CITY  CALIFORNIA 

March  31,  19—. 
Mr.  A.  B.  Debtor, 
Business  Center, 
California. 

Dear  Mr.  Debtor: 

Replying  to  your  memorandum  of  recenl  date,  we 
have  made  a  thorough  search,  bul  are  unable  i<»  find 

a  record  of  the  payment  to  which  you  refer,  and  would 
suggest  that  yon  ascertain  from  your  bank  If  the  can 
celled    check    has    been    returned    bearing   our   endorse 

ment.     if  so,  kindly  furnish  us  with  particulars,  and 
we  will  make  further  Investigation. 

Yours  truly, 

Tin:  CREDITOR  COMPANY 

(Signed) 


in: 


A.  B.  DEBTOR 

BUSINESS  CENTER  CALIFORNIA 


April  4,  19—. 
The  Creditor  Company, 
Supply  City, 
California. 

Gentlemen : 

I  have  your  letter  of  March  31st  in  which  you  tell  me 
that  you  have  been  unable  to  find  a  record  of  the  pay- 
ment to  which  I  referred,  and  in  which  you  suggest 
that  I  ascertain  from  my  bank  whether  the  cancelled 
check  has  been  returned  bearing  your  endorsement. 

I  wrote  to  you  on  March  12th  telling  you  that  I  had 
paid  the  account  on  February  4th  with  a  check  drawn 
on  the  Central  Bank  of  Business  Center,  and  that  I  had 
the  cancelled  check  in  my  possession,  which  you  had 
endorsed  to  the  order  of  the  Central  Bank  of  Supply 
City  on  February  8th. 

Won't  you  please  read  my  letters?  Your  replies  to 
my  last  two  letters  have  no  real  bearing  on  mine. 
Evidently  they  are  referred  to  such-and-such  a  clerk 
with  instructions  to  acknowledge,  using  such-and-such 
a  form.  Under  these  conditions  it  is  quite  possible 
that  this  correspondence  may  keep  on  through  the 
spring  and  summer.  I  don't  know  what  else  to  sug- 
gest, except  to  ask  you  to  call  at  my  business  address, 
and  to  examine  the  check  and  the  endorsement  on  the 
back.  If  that  isn't  satisfactory,  I  shall  be  willing  to 
stop  at  your  office  some  day,  provided  you  can  assure 
me  beforehand  that  you  can  get  your  files  ready  to 
dispose  of  the  case.  My  business  telephone  number  is 
Main  3620,  if  you  want  to  get  in  touch  with  me  for  an 
appointment. 

Naturally  I  hesitate  somewhat  to  send  you  the  can- 
celled check,  since  I  have  no  assurance  from  your 
correspondence  that  you  would  acknowledge  receiving 
it  and  that  the  matter  would  then  be  disposed  of  finally. 

Very  truly  yours, 

A.  B.  DEBTOR 

(Signed) 

P.S.  Please,  in  any  event,  take  this  correspondence 
out  of  your  follow-up  system  and  treat  it  individually. 
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THE  CREDITOR  COMPANY 

SUPPLY  CITY  CALIFORNIA 


April  15,  19—. 

Mr.  A.  B.  Debtor, 
Business  Center, 
California. 

Dear  Mr.  Debtor: 

Replying  to  your  letter  of  the  4th  inst.,  we  wish  to 
advise  that  the  payment  referred  to  was  credited  in 
another  name,  and  we  have  now  transferred  the  $5.00 
to  your  credit  which  balances  your  account,  as  you 
will  note  from  enclosed  receipted  statement. 

Yours    truly, 

THE  CREDITOR  COMPANY 
(Signed) 


HIT 


A  SOMEWHAT  unusual  exchange  be- 
tween a  retail  department  store  and  a 
personal  customer.  Note  the  able  handling 
of  the  rather  difficult  situation  by  the  credit 
manager. 
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A.  B.  DEBTOR 

BUSINESS  CENTER  NEW  YORK 


October  17,  19—. 
The  Creditor  Company, 
Business  Center, 
New  York. 

Attention  Mr.  Jones. 
Gentlemen : 

I  received  your  telephone  message  yesterday.  My 
reason  for  not  calling  you  up  was  that  I  remained  in 
the  office  only  a  few  minutes  and  have  not  been  feeling 
well. 

It  looked  very  promising  for  me  a  short  time  ago  as 
the  stock  market  was  doing  well  and  I  was  looking 
forward  to  being  able  to  pay  up  my  account  of  long 
standing  with  interest.  But  I  got  a  terrible  setback,  be- 
ing interested  in  Crude  Oil  Common,  but  have  hopes 
things  will  come  out  right. 

Was  just  writing  to  you  when  you  called  me  on  the 
telephone.  It  is  just  at  this  time  impossible  to  send 
you  a  check  for  any  amount,  but  sincerely  trust  to 
be  soon  able  to  settle  in  full  with  interest. 

You  have  no  idea  how  much,  gentlemen,  your  kind- 
ness is  appreciated  by  holding  Ibis  matter  in  abeyance 
and  I  trust  to  God  you  will  soon  be  rewarded. 

Faithfully  yours, 
A.  B.  DEBTOR 

(Signed) 
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THE  CREDITOR  COMPANY 

BUSINESS  CENTER  NEW  YORK 


October  19,  19—. 
Mr.  A.  B.  Debtor, 
Business  Center, 
New  York. 

Dear  Sir: 

We  have  received  your  letter  of  October  17th.  We 
cannot  permit  the  reasons  you  give  to  serve  as  an 
excuse  for  postponing  at  least  an  initial  payment  on 
your  account. 

The  writer  may  be  able  to  fortify  his  conviction 
that  stocks  are  selling  too  high  with  as  many  reasons 
as  you  may  have  for  thinking  that  they  are  selling 
too  low,  but  he  does  not  contemplate  going  into  the 
market  and  selling  short  in  order  to  support  his  family. 

Payment  on  your  account  should  not  be  conditioned 
on  stocks  going  higher.  If  we  are  obliged  to  bring 
suit  and  supplementary  proceedings,  any  equities  you 
have  in  the  market  would  be  disclosed  and  applied  in 
part  payment  of  your  account. 

Please  forget,  therefore,  the  speculation  feature  and 
arrange  to  make  settlement  with  us  on  a  weekly-pay- 
ment basis.  Make  us  your  own  proposition,  using  the 
enclosed  envelope.  You  will  find  that  any  reasonable 
proposition  will  be  favorably  considered,  provided  it 
is  received  by  return  mail. 

Very  truly  yours, 
THE  CREDITOR  COMPANY 
(Signed) 
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PART  IV 

COLLECTION  DEVICES,  STUNT  LETTERS,  AND 
HUMOROUS  LETTERS 
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I.  COLLECTION  DEVICES 


U3 


Are  You  Fair  to  Yourself  1 

You  are  not  fair  to  your  business-  when  you  fail 
to  earn  the  cash  discount  premium.    The  various 

discounts  below,  with  the  annual  interest  rates  to  which  they 

are  equivalent,  will  tell  you  why: 


/     Vi%    10  days — net  30  days=  9%  per  annum. 

Can  You 

/    1     %     10    " 

I      V/2%      10      " 

44    30    "    =18%     " 
"    30    ".    =27%    " 

Afford 

\  2     %     30     " 

"      4  mos.=  8%    "        ■ 

NOT'  To 

1  2     %     10     " 

*    60  days=14%     "        " 

<   2     %     30     " 

•*»    60    ••    =24%    " 

Earn  Your 

]  2     %     10    " 

."    30    "    =36%>     " 

Cash  Discount 

/   2     %    40    " 

"     60    "    =36%     " 
*    90     "    =36%     " 

[    2    %    70    " 

f     ?     ? 
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NATIONAL  ASSOCIATION  OF  CREDIT  MEN 
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Park  Row- 

New  York  City 

Copyright,  1922,  by  National  Association  of  Credit  Men 

Are  You  Fair  to  Yourself  ? 


You  are  not  fair  to  your  business  when  you  fail 
to  earn  the  cash  discount  premium.     The  various 

discounts  below,  with  the  annual  interest  rates  to  which  they 

are  equivalent,  will  tell  you  why: 
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Earn.   Your 
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f     f 
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Sanctity  of  the  Sales  Contract 

The  Sanctity  of  the  Sales  Contract  must  be  firmly  upheld  m  its 
every  condition  and  phrase. 

The  terms  of  sale  as  a  part  of  the  Sales  Contract  should  be  so 
regarded  that  it  will  be  considered  unfair  and  dishonest  to  take 
unearned  discounts  and  to  make  unjust  claims. 

Competition  among  sellers  and  buyers  should  not  be  based  on 
terms  and  the  abuse  of  terms,  but  on  prices  honestly,  frankly  and 
intelligently  arrived  at,  and  on  services  promised  and  performed. 

Let  American  business  men,  of  all  business  men  in  the  world, 
be  known  as  the  most  punctilious  in  meeting  their  engagements. 

NATIONAL  ASSOCIATION  OF  CREDIT  MEN 
41  Park  row  New  York  City 


Did  You  Ever  Stop  to  Think 

That  cash  discount  terms  are  contract  terms  and 
are  a  definite  item  in  fixing  the  price  at  which 
merchandise  is  sold  ? 

The  cash  discount  is  too  important  in  the  rela- 
tion of  buyer  and  seller — the  premium  for  cash 
too  great— it  means  too  much  in  dollars  and  cents, 
to  be  given  as  many  interpretations  as  there  are  buyers. 

CHAMPION  THE  CAUSE  OF  GOOD  ORDER  AND  HIGH 
BUSINESS  STANDARDS  BY  HELPING  TO  GIVE  DISCOUNT 
TERMS  THEIR  FULL  FACE  VALUE -NOTHING  MORE- 
NOTHING  LESS. 

NATIONAL  ASSOCIATION  OF  CREDIT  MEN 
Forty-One  Park  Row  New  York  City 
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Safeguard  Your  Credit 

O  YOU  REALIZE  how  the  failure  to  pay  your  accounts   when  due 
affects  your  credit  standing? 

Your  current  bills,  should  be  paid  promptly.  If  there  is  a  reason  for  delay, 
make  immediate  explanation  to  your  creditor.  He  is  entitled  to  that  con- 
sideration. 

Promptness  in  the  payment  of  your  bills  is  a  CREDIT  BUILDER. 

RETAIL  CREDIT  MEN'S  NATIONAL   ASSOCIATION 

ORGANIZED  FOR  THE  PROTECTION  OF  RETAIL  MERCHANTS 
EXECUTIVE  OFFICES      \      \      •.      SAINT  LOUIS,  MISSOURI 


Did  you  ever  stop  to  think 

How  seriously  indifference,  and  neglect  of  the  cor- 
respondence of  your  creditors,  relating  to  overdue 
accounts,  affects  ytiur  credit  standing? 

If  you  cannot  remit  when  due,  don*t  let  the 
creditor  guess  the  reason.  He  is  likely  to  make  an 
unpleasant  guess.       Give  him  the  reason  straight, 

and  thus  encourage  that  frank  relationship  between  business  men 

that  is  worth  dollars  to  each. 

PROMPTNESS  IN  CORRESPONDENCE  IS   ONE   OF 
THE  BEST  OF  CREDIT  AND  BUSINESS  BUILDERS. 

NATIONAL  ASSOCIATION  OF  CREDIT  MEN 

•FORTY-QMS  PARK  ROW  NEW  YORK  CITY 
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£REDIT  is  a  trust  reposed 
in  you  and  you  should 
safeguard  it  by  prompt  settle- 
ments. 


This  account  is  long  past  due  and 
should  have  your  immediate  atten- 
tion, thereby  keeping  your  credit 
good. 


#The  Associated  Retail  Credit  Men  of  Kansas  City,  in 
conformity  with  the  Retail  Credit  Men's  National  As- 
sociation ruling,  reaffirm  the  Credit  Ratings  estab- 
lished, as  follows: 

SETTLEMENT  WITHIN _ 30  DAYS— PROMPT 

SETTLEMENT  EXTENDED  TO 90  DAYS— SLOW 

SETTLEMENT  EXTENDED  TO  OVER .90  DAYS— Undesirable 

Other  terms  arranged  at  time  of  purchase  are  exceptions  to  this  ruling 
and  only  apply  to  that  purchase. 

Deferred  Payment  Accounts  are  rated  in  accordance  with  the 
Promptness  of  Payment  on  Due  Date. 

THE  400  ASSOCIATION  MEMBERS  report  regularly  all 
CREDIT  RATINGS  on  CHARGE  or  DEFERRED  PAYMENT  AC- 
COUNTS to  the  MERCHANTS'  ASSOCIATION  CREDIT  BUREAU, 

INC  "PROMPT  PAY  CREATES  CREDIT" 
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II.  STUNT  AND  HUMOROUS  LETTERS 
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THE  five  letters  in  the  following  group 
were  written  by  a  collection  manager 
for  a  large  publishing  concern  to  his  lawyer 
customers.  The  accounts  were  long  past  due; 
in  fact  most  of  them  were  outlawed.  By 
adapting  his  methods  to  his  particular  class 
of  debtors,  the  collection  manager  succeeded 
in  cleaning  up  a  surprisingly  large  percentage 
of  these  old  accounts.  These  letters  are  in- 
cluded, because  they  show  what  visualization 
and  imagination  can  do. 
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THE  CREDITOR  COMPANY 

SUPPLY  CITY  NEW  YORK 


July  1,  19—. 
Mr.  A.  B.  Debtor, 
Business  Center, 
Minnesota. 

Dear  Mr.  Debtor: 

Emerson  wrote: 

"Life  is  not  so  short 
but  that  there  is  always 
time   for  courtesy." 

Honestly,  will  it  take  more  than  a  minute  to  write 

us  regarding  your  balance  of  $ that  we  offer  to 

close  for  $ ? 

Please  extend  us  that  little  courtesy  and  see  how  it 
is  appreciated. 

Come  on 


Let  us  bury  the  past;  clean  the  slate  and  start  our 
relations  anew. 

Simply   use  the  attached  sheet  for  your  reply  and 
send  it  to  us  in  the  envelope  enclosed. 

Many  thanks  and  all  good  wishes! 
Cordially  yours, 
THE  CREDITOR  COMPANY 
(Signed) 
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THE  CREDITOR  COMPANY 

SUPPLY  CITY  NEW  YORK 


December  1,  19 — . 
Mr.  A.  B.  Debtor, 
Business  Center, 
New  Mexico. 

Dear  Mr.  Debtor: 

Once  upon  a  time — when  you  were  a  younger  lawyer 
than  you  are  now — we  could  look  upon  you  as  a  friend 
and  booster. 

Years  have  gone  by,  and  although  you  have  made 
progress,  we  seldom  hear  from  you. 

Frankly,  are  we  to  blame? 

Admittedly,   there  is   an   old  account  of  $ 

against  you,  but  surely  that  should  not  interfere  with 
friendly  relations. 

Can't  that  old  affair  be  wiped  out — forever? 

To  make  it  easy  to  clean  up  this  old  but  just  obliga- 
tion, we  will  accept  $ in  full  settlement,  pro- 
vided your  remittance  is  received  by  return  mail. 

Upon  receipt  of  your  check,  all  evidence  of  the  debt 
will  be  sent  to  you;  also  a  useful  remembrance  with 
the  compliments  of  the  writer. 

Isn't  this  meeting  you  "half  way,"  and  won't  you 
accept  this  excellent  opportunity  to  obtain  a  "clean 
slate"  with  us? 

Your  old  friends, 

THE  CREDITOR  COMPANY 

(Signed) 

P.S.  For  the  remembrance,  you  will  receive  a  beau- 
tiful leather  memorandum  book  (hand  tooled)  with 
your  name  stamped  in  gold,  or  one  of  our  steel  desk 
calendars  and  pad.    Please  designate  your  preference. 
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THE  CREDITOR  COMPANY 

SUPPLY  CITY  NEW  YORK 


August  1,  19 — . 
Mr.  A.  B.  Debtor, 
Business  Center, 
Ohio. 

Dear  Mr.  Debtor: 

"We  live  in  deeds,  not  in  years." 

This  letter  gives  you  an  opportunity  to  perform  a 
good  deed. 

In   a   dusty   old   ledger,  we  have   your   good   name 
charged  with  a  balance  of  $ 

You  have  doubtless  forgotten  all  about  it,  but  it  is  a 
just  and  honest  obligation. 

Send  us  $ and  we  will  accept  that  amount 

in  full  settlement,  and  just  to  show  how  we  feel 
toward  you,  we  will  send  you  with  our  compliments 
a  genuine  mission  leather  (hand  tooled)  memorandum 
book  with  your  name  and  address  stamped  in  gold. 

Cordially  yours, 
THE  CREDITOR  COMPANY 
(Signed) 
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THE  CREDITOR  COMPANY 

SUPPLY  CITY  NEW  YORK 

November  1,  19 — . 
Mr.  A.  B.  Debtor, 
Business  Center, 

North  Dakota. 

» 

Dear  Mr.  Debtor: 

"Old  friends  are  best. 
King  James  used  to  call 
for  his  old  shoes;  they 
were  easier  for  his  feet." 

We  have  a  constant  reminder  of  friends  of  years 
gone  by.  It  is  a  little  file  that  stands  by  the  writer's 
desk  and  contains  the  names  of  lawyers  who  stand 
high  in  their  profession — who  used  to  take  our  pub- 
lications but  who  communicate  with  us  no  more. 

We  often  wonder  what  is  wrong! 

In  going  through  this  file  I  find  your  name,  and 
opposite  it  the  record  of  an  unpaid  balance  of  $ 

Does  that  old  affair  prevent  us  from  enjoying  pleas- 
ant relations? 

Maybe  you  have  forgotten  all  about  this  unpaid  ac- 
count, yet  it  is  honestly  due  us. 

We  now  offer  to  meet  you  half-way  in  getting  that 
transaction  squared  up. 

Will  you  send  $ in  full  settlement  and,  just  to 

show  that  the  past  is  buried,  will  you  accept  a  little 
remembrance  with  our  compliments? 

Cordially  yours, 

THE  CREDITOR  COMPANY 

(Signed) 

P.S.  For  the  remembrance,  you  may  have  a  leather 
memorandum  book  with  your  name  stamped  in  gold, 
or  a  steel  desk  calendar  with  daily  pad.  Please  desig- 
nate your  preference. 
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THE  CREDITOR  COMPANY 

SUPPLY  CITY  NEW  YORK 


Sept.   1,   19—. 
The  Debtor  Company, 
Business  Center, 
Maryland. 

My  dear  Sir: 

Father  Time  piles  up  the  years  mighty  quickly! 

Years  ago — when  your  account  with  us  was  young 
and  active,  we  got  along  nicely.  Like  the  newly- 
married — we  never  expected  trouble. 

Evidently  something  happened,  for' we  seldom  hear 

from  you  any  more,  and  there  is  a  balance  of  $ , 

long  past  due,  charged  against  your  good  name. 

This  obligation  is  an  old  affair  but  like  any  antique, 
isn't  it  all  the  more  worthy  of  your  consideration  on 
that  account? 

We  do  not  like  to  drop  this  balance  in  toto,  but  we 
are  mighty  anxious  to  clean  the  slate  and  revive  pleas- 
ant relations. 

Will  you  help  us  bury  the  past? 

If  $ is   received  by  return   mail,  we  will 

accept  that  amount  in  full  and  receipt  you  accordingly. 

Doesn't  this  friendly  offer  merit  the  courtesy  of  a 
reply,  and  will  you  accept  a  little  remembrance  with 
our  compliments? 

Cordially  yours, 

THE  CREDITOR  COMPANY 

(Signed) 

P.S.  For  the  remembrance,  you  may  have  a  beautiful 
hand-tooled  leather  memorandum  book  with  your  name 
stamped  in  gold — or  a  steel  desk  calendar  with  daily 
pad.    Please  designate  your  preference. 
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A 


LETTER  which,  while  it  is  decidedly 
breezy,  is  friendly  and  natural. 
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THE  CREDITOR  COMPANY 

SUPPLY  CITY  MARYLAND 


December  30,  19—. 

Mr.  A.  B.  Debtor, 
Business  Center, 
Georgia. 

Dear  Mr.  Debtor: 

Two  letters  have  been  directed  to  you  since  your 
check  for  $38.12  was  received.  In  base-ball  parlance, 
this  is  three  strikes  and  out. 

Let's  co-operate  the  way  we  should  and  have  an 
understanding  of  some  l^ind  regarding  the  $87.27 
remaining  under  your  name.  If  you  are  in  unusual 
difficulties,  you  will  find  us  just  as  reasonable  as  we 
have  always  been,  but  we  are  helpless  unless  we  know 
just  what  your  specific  requirements  are. 

Try  to  look  at  this  situation  from  the  other  side  of 
the  fence,  and  we  know  you  will  immediately  re- 
spond in  some  manner. 

Yours  very  truly, 
THE  CREDITOR  COMPANY 
(Signed) 
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A 


STUNT  letter  that  is  not  likely  to  offend, 
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THE  CREDITOR  COMPANY 

SUPPLY  CITY  NEBRASKA 


June  20,  19—. 

The  Debtor  Company, 
Business  Center, 
Oklahoma. 

My  dear  Mr.  Debtor: 

You  probably  have  a  daily  reminder  pad  on  your 
desk — most  business  men  do,  I  know. 

If  so,  suppose  you  make  a  notation  something  like 
this  for  attention,  about  June  28th: 

"Remit  The  Creditor  Company  to-day.  Bill  overdue. 
Goods  were  right — they  treated  me  right.  It's  up  to 
me." 

Don't  think  for  a  minute  that  I'm  posing  as  your 
business  advisor — I'm  not.  I  merely  suggest  this  memo 
so  that  you'll  be  sure  to  send  us  that  remittance  we've 
been  looking  for. 

You  certainly  have  had  the  square  deal  from  us,  and 
I  know  that  you  want  to  give  us  like  treatment  in 
return. 

What  do  you  think  of  the  suggestion? 

Cordially  yours, 

THE  CREDITOR  COMPANY 

(Signed) 
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A 


STUNT  letter  for  small  accounts. 
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THE  CREDITOR  COMPANY 

SUPPLY  CITY  CHICAGO 


August  1,  19 — . 

Mr.  A.  B.  Debtor, 
Business  Center, 
Arizona. 

Dear  Mr.  Debtor: 

There  is  nothing  too  small  to  be  unimportant.  You 
remember  the  old  familiar  saying — "For  want  of  a  nail 
the  shoe  was  lost,  for  want  of  a  shoe  the  horse  was  lost, 
etc." 

Your  account  of  $16.12  may  seem  an  unimportant 
item,  but  is  it?  We  are  both  spending  time  thinking 
and  writing  about  it  and  neglecting  other  things  much 
more  important.  Let's  clean  it  up  and  get  off  to  a 
fresh  start. 

Send  us  your  check  to-day! 

Very  truly  yours, 

THE  CREDITOR  COMPANY 

(Signed) 
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A  STUNT  letter  that  shows  how  current 
cartoon    characters    may    be    gainfully 
employed. 
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THE  CREDITOR  COMPANY 

SUPPLY  CITY  LOUISIANA 


April   1,  19—. 

Mr.  A.  B.  Debtor, 
Business  Center, 
Colorado. 

Dear  Mr.  Debtor: 

The  following  conversation  held  by  our  old  friends 
Mutt  and  Jeff  has  been  duly  reported  to  us: 

"For  the  love  of  Mike!"  exclaimed  Jeff,  looking  at  a 
letter. 

"Bad  news  in  the  letter,  Jeff?"  asks  Mutt. 

"I'll  say  so.  Terrible  news.  A  fellow  writes  me 
that  he  wants  my  autograph." 

"I  call  a  request  for  an  autograph  a  compliment," 
says  Mutt. 

"Yes,"  wails  Jeff,  "but  he  wants  my  autograph  on  a 
check  for  the  seven  bucks  I  owe  him!" 

May  we  not,  like  Jeff's  creditor,  request  your  auto- 
graph on  a  check  for  $4.00  covering  indicated 
account?  November  balance  $2.00;  December,  $2.00. 
Thank  you. 

Cordially, 

THE  CREDITOR  COMPANY 

(Signed) 
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STUNT  letter  for  small  accounts. 
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THE  CREDITOR  COMPANY 

SUPPLY  CITY  INDIANA 


August  8,  19—. 

The  Debtor  Company, 
Business  Center, 
Pennsylvania. 

Gentlemen : 

A  feather  is  not  very  heavy,  but  have  you  ever  car- 
ried a  feather  bed  upstairs? 

One   small   account   does   not   burden    anyone,   but 
hundreds  of  them  often  make  a  tremendous  load. 

Besides — 

A  small  account  may  be  easily  spent  in  postage  and 
letters  before  it  is  paid. 

This  isn't  fair  and  you  don't  want  to  appear  unfair 
for  the  amount  you  justly  owe  us,  $3.29.   R.  S.  V.  P. 

Yours  very  truly, 
THE  CREDITOR  COMPANY 
(Signed) 
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\  STUNT  letter  that  attracts  attention  by 


its  brevity  and  its  lay-out. 
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THE  CREDITOR  COMPANY 

SUPPLY  CITY  ARKANSAS 


June  6,  19- 


The  Debtor  Company, 
Business  Center, 
California. 


Gentlemen 


'The  fewer  the  words, 
the  better  the  prayer." 


Believing  the  foregoing  to  be  true  and  realizing  that 
you  are  a  very  busy  man  and  without  time  to  read 
long  letters,  we  will 

skip 

down 

to  here 

How  about  sending  a  check  to-day  to 
Your  patient  friends, 
THE  CREDITOR  COMPANY 
(Signed) 
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THIS  letter  contains  the  arguments  for 
payment  of  a  small  account  in  a  way 
that  appeals  particularly  to  the  debtor  to 
whom  it  is  written,  namely,  a  lawyer. 
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THE  CREDITOR  COMPANY 

SUPPLY  CITY  MAINE 


July  8,  19—. 

The  Debtor  Company, 
Business  Center, 
Canada. 

Gentlemen : 

This    Collection   Department   does    not   have   much 
fun! 

True,  it  has  the  pleasure  of  writing  to  members  of 
the  greatest  profession  on  earth. 

But— 

How  do  you  feel  when  you  do  not  receive  replies  to 
your  letters? 

The  discourtesy — the  waste  of  time — the  waste  of 
money  in  letters  not  answered — is  appalling. 

We  again  solicit  immediate  attention  to  your  balance 
of  $24.19. 

Your  prompt  remittance  will  bring  happiness  to  you 
and  to — 

Your  friends, 

THE  CREDITOR  COMPANY 

(Signed) 
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A 


STUNT  letter  used  by  a  retail  merchant. 
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THE  CREDITOR  COMPANY 

SUPPLY  CITY  MICHIGAN 


March  18,  19—. 

Mr.  A.  B.  Debtor, 

Homeland, 

Michigan. 

Dear  Mr.  Debtor: 

You  are  welcome  on  our  books;  we  want  you  with 
us  always.  We  value  your  business  most  highly,  and 
we  will  do  anything  to  accommodate  you.  You  are 
our  prop  and  mainstay;  long  may  you  live  and  prosper 
and — pay  up. 

A  good  record  is  priceless.  To  build  up  a  record 
that  is  worth  something,  pay  promptly  —  pay  last 
month's  bills  this  month — it  pays. 

The  enclosed  statement  shows  a  balance  due  us  of 
$27.00.    Won't  you  kindly  send  us  your  check  now? 

Very  truly  yours, 
THE  CREDITOR  COMPANY 
(Signed) 
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A  STUNT  letter  used  by  a  Southern  retail 
clothing  company. 
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THE  CREDITOR  COMPANY 

MERCHANT  CITY  GEORGIA 


April  16,  19—. 

Mr.  A.  B.  Debtor, 

Homeland, 

Georgia. 

Dear  Sir: 

An  account  is  somewhat  like  a  train — both  are  late 
at  times. 

We  are  sending  this  letter  along  because  your 
account  at  Creditor's  is  a  little  overdue — and  we're 
asking  you,  just  as  you  would  ask  the  station  master: 
"What  time  do  you  guess  she'll  roll  in?" 

How  about  making  out  your  check,  and  saying 
"Here  she  comes  now." 


Very  truly  yours, 
THE  CREDITOR  COMPANY 
(Signed) 
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STUNT  letter  used  by  a  retail  merchant 
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THE  CREDITOR  COMPANY 

MERCHANT  CITY  MARYLAND 


August  1,  19 — . 

Mr.  A.  B.  Debtor, 

Homeland, 

Maryland. 

My  dear  Mr.  Debtor: 

Here's  a  pin.  Looks  a  good  deal  like  any  other  pin, 
doesn't  it? 

But  this  isn't  an  ordinary  or  garden  variety  of  pin. 
It  is  a  really  and  truly  magic  pin. 

It  will  relieve  you  of  a  lot  of  bother  and  us  of  a  lot 
of  worry.  It  will  set  you  square  with  us,  and  help  us 
square  up  with  the  other  fellow.  So  be  careful  and 
don't  lose  it. 

Better  be  sure  of  it  and  play  safe,  for  it  is  the  pin 
you  will  want  to  use  to  attach  your  check  to  this  letter 
in  payment  of  the  statement  enclosed. 

Thank  you  for  the  check.  No  charge  for  the  smile 
we  hope  to  get  out  of  this  little  letter. 

Yours  expectantly, 
THE  CREDITOR  COMPANY 
(Signed) 

P.  S.     Please  hurry.     We  want  to  use  this  magic  pin 
on  another  fellow. 
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A  POINTED  reminder  to  a  customer  who 
has  been  long  on  promises. 
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THE  CREDITOR  COMPANY 

SUPPLY  CITY  ILLINOIS 


July  2,  19—. 

The  Debtor  Company, 
Business  Center, 
Missouri. 

Gentlemen : 

Promises  Made  to  The  Creditor  Company — 

May  10th — Will  remit  in  ten  days. 

May  25th — You  will  have  check  by  first. 

June  10th — Accounts  slow  but  will   settle  in  fifteen 
days. 

All  promises  unfulfilled. 

Don't  promise  any  more,  but  mail  a  check  to-day. 

Yours  truly, 

THE  CREDITOR  COMPANY 

(Signed) 
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PART  V 
LETTER  SEQUENCES 
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A  TWO-LETTER  SEQUENCE 
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THE  first  letter  is  a  reminder  conveying  a 
demand,  and  a  specified  date  when  pay- 
ment is  expected. 

If  unanswered  the  day  after  the  time  limit, 
letter  No.  2  is  sent. 

It  will  be  observed  that  the  first  paragraph 
in  letter  No.  2  relates  to  the  previous  letter. 
The  writer  lets  the  customer  down  easy  for 
his  apparent  neglect,  saying  that  "it  happens 
sometimes  with  the  best  of  us." 

In  the  second  paragraph  it  is  assumed  that 
he  will  honor  a  draft  ten  days  hence,  through 
his  bank.  (We  know  the  bank  in  which  he 
deposits  from  credit  information,  or  from  a 
record  of  checks  received.) 

A  debtor,  if  he  has  any  regard  whatever 
for  his  credit  standing,  will  not  permit  his 
bank  to  know  that  overdue  accounts  are  being 
collected  by  the  draft  system. 

The  third  paragraph  placed  before  him 
the  responsibility  of  the  draft.  If  he  does  not 
pay  within  ten  days  after  the  date  of  the  letter, 
the  draft  is  issued.  He  can  make  no  com- 
plaint, for  he  is  told  it  is  taken  for  granted 
that  the  Creditor  Company  has  his  per- 
mission. 
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THE  CREDITOR  COMPANY 

SUPPLY  CITY  TENNESSEE 

June   19,   19—. 
The  Debtor  Company, 
Business  Center, 
Tennessee. 

Dear  Sir: 

The  bill  of  goods  which  you  purchased  last  month, 
amounting  to  $50.00,  is  owing  and  past  due,  as  will  be 
seen  from  the  duplicate  statement  enclosed. 

Please  verify  the  correctness  of  the  amount  and 
send  check  in  settlement  not  later  than  next  Tuesday. 

Yours  respectfully, 
THE  CREDITOR  COMPANY 
(Signed) 


THE  CREDITOR  COMPANY 

SUPPLY  CITY  TENNESSEE 

July  1,  19—. 
The  Debtor  Company, 
Business  Center, 
Tennessee. 

Dear  Sir: 

Evidently  our  letter  of  June  19th,  wherein  we 
requested  a  remittance  covering  your  past-due  ac- 
count, has  been  overlooked.  It  happens  sometimes 
with  the  best  of  us. 

Under  the  circumstances  will  you  make  settlement 
direct,  or  honor  a  draft  ten  days  hence  through  the 
Central  National  Bank? 

Unless  your  check  is  received,  we  shall  take  it  for 
granted  that  the  draft  will  be  accepted. 

Yours  respectfully, 
THE  CREDITOR  COMPANY 
(Signed) 
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A  THREE-LETTER  SEQUENCE 
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A  SEQUENCE  of  three  letters,  written  by 
a  creditor  in  a  perishable  line  where 
purchases  must  be  made  constantly.  The 
creditor,  though  stressing  the  non-payment  of 
the  account,  emphasizes  also  his  own  loss  of 
the  debtor's  business. 


THE  CREDITOR  COMPANY 

SUPPLY  CITY 

ARIZONA 

February  1,  19 — . 

The  Debtor  Company, 

Business  Center, 

Arizona. 

Dear  Mr.  Debtor: 

The  attached   statement 

shows  your  account  to  be 

past  due,  but  what  is  more 

important,  it  shows  we  are 

not  getting  your  business, 

and  we  want  it. 

Use  your  credit  with  us 

Very  truly  yours, 

THE 

CREDITOR  COMPANY 

(Signed) 
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THE  CREDITOR  COMPANY 

SUPPLY  CITY  ARIZONA 

February  8,  19—. 
The  Debtor  Company, 
Business  Center, 
Arizona. 

Dear  Mr.  Debtor: 

In  our  last  letter  about  your  account  we  mentioned 
the  fact  that  it  was  past  due,  but  we  stressed  the  point 
that  we  were  not  getting  your  business,  and  we  invited 
you  to  use  your  credit  with  us. 

It  is  not  our  object  to  get  your  money  and  close 
your  account,  but,  as  it  stands,  your  account  is  of  no 
benefit  to  us.  We  must  have  payment,  and  we  hope 
for  more  business. 

Very  truly  yours, 

THE  CREDITOR  COMPANY 

(Signed) 


THE  CREDITOR  COMPANY 

SUPPLY  CITY  ARIZONA 

February  25,  19—. 
The  Debtor  Company, 
Business  Center, 
Arizona. 

Dear  Mr.  Debtor: 

We  have  been  honestly  trying  to  sell  you  the  idea 
that  we  not  only  wanted  payment  but  your  business 
as  well,  and  we  have  even  invited  you  to  use  your 
credit  with  us  again. 

You  have  neither  paid,  nor  answered  our  letters,  so 
we  have  turned  the  account  over  to  our  attorneys. 

Very  truly  yours, 
THE  CREDITOR  COMPANY 
(Signed) 


157 


A  FOUR-LETTER  SEQUENCE  WITH  COMMENTS 
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First  letter. — The  facts  known  to  the  cus- 
tomer are:  (i)  The  amount  of  the  debt,  and 
(2)  The  terms  of  sale.  The  most  charitable 
inference  is  that  the  payment  has  been  over- 
looked. Your  first  letter,  then,  can  do  no 
more  than  bring  this  to  his  attention,  assuming 
that  no  more  will  be  necessary.  Suppose  you 
write  to  him  like  this: 

Dear  Sir: 

You  have  no  doubt  overlooked  payment  of  our 
invoice  of  December  15,  $25.00  of  which  is  now  past 
due.  If  this  invoice  is  missing  from  your  file,  a  dupli- 
cate will  be  gladly  furnished  on  request;  otherwise 
your  check  will  be  thankfully  received  at  this  time. 

Yours  truly, 


Second  letter. — If  our  customer  has  ig- 
nored the  first  letter,  we  know  that  it  may  not 
be  mere  oversight —  he  may  purposely  be 
withholding  payment.  Again  we  will  give 
him  the  benefit  of  a  doubt.  We  will  not  yet 
believe  that  he  is  short  of  cash;  we  will  as- 
sume that  he  is  dissatisfied  with  the  goods. 
Our  second  letter  will  frankly  suggest  that  we 
be  advised  of  the  reason  for  withholding  pay- 
ment; that  we  welcome  the  opportunity  to  ad- 
just any  misunderstanding;  that  it  is  our 
desire  to  satisfy  him  with  respect  to  the  mer- 
chandise, etc. 

Third  letter. — But  the  debtor  does  not  re- 
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spond  to  the  second  letter.  We  now  assume 
that  he  is  embarrassed — he  is  finding  it  diffi- 
cult to  pay.  We  have  reached  a  critical  stage 
in  our  relations  with  the  customer.  The  next 
step  must  be  carefully  considered.  We  check 
up  every  available  source  of  information 
which  may  help  us  to  diagnose  the  situation 
and  determine  our  attitude.  Through  the 
Interchange  Bureau,  we  learn  how  the  name 
stands  with  other  creditors  and  then  make  our 
most  important  decision — whether  to  go  after 
the  money  regardless  of  consequences,  and 
close  the  account,  or  continue  the  helpful  at- 
titude and  eventually  put  him  on  his  feet. 
Many  good  customers  are  found  through 
helpful  work  by  the  credit  department.  Sup- 
pose we  decide  that  the  customer  is  worth 
saving.  An  appeal  to  his  pride  or  sense  of 
fairness  will  be  the  theme  of  the  next  letter. 

Dear  Sir: 

Your  failure  to  respond  to  our  previous  letters  makes 
it  necessary  to  tell  you  that  your  lack  of  attention  to 
your  past-due  account  is  seriously  affecting  your 
credit  standing. 

The  goods  were  sold  and  delivered  in  good  faith  on 
terms  that  were  understood  and  agreed  upon. 

We  are  at  all  times  desirous  of  assisting  and  co-op- 
erating with  our  customers,  but  if  you  will  not  tell 
us  your  reason  for  withholding  payment  we  cannot 
consent  to  any  further  extension,  and  we  will  draw  at 
sight  on  March  15th,  which  draft  we  will  expect  you 
to  protect. 

Yours  truly, 
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Notice  first  the  appeal  to  the  customer's 
pride,  the  reference  to  his  credit  standing,  a 
sensitive  subject  with  all  honorable  men. 
This  is  an  appeal  that  cannot  be  resisted  if  a 
man  has  both  honor  and  the  means  to  pay. 
Notice  also  the  appeal  to  the  sense  of  fairness 
— the  contract  that  was  agreed  upon  and  exe- 
cuted by  us  in  good  faith.  Notice  in  the  last 
paragraph  a  final  opportunity  offered  the 
debtor  to  state  his  grievances  or  his  troubles, 
failing  which,  a  firm  demand  is  made  for  pay- 
ment on  a  definite  date. 

Fourth  letter. — However,  our  debtor  is 
obdurate;  he  ignores  the  third  letter.  By  so 
doing,  he  in  effect  tells  us  that  he  has  neither 
money,  pride,  honor,  nor  a  sense  of  fairness. 
The  next  appeal  will  be  to  his  fear,  and  in  the 
meantime  we  will  find  out  the  present  status 
of  his' property.  It  is  of  no  use  to  threaten  a 
man  unless  you  honestly  intend  to  sue  him. 
Suppose  you  find  that  his  friends  will  come 
to  his  rescue  if  you  press  him  hard  enough. 
You  will  then  tell  him  that  he  has  forfeited 
your  confidence;  that  the  law  with  all  its 
hardships  and  inevitable  disgrace  must  take 
its  course;  that  he  must  eventually  pay,  but 
that  if  he  raises  the  money  to  pay  you  by 
March  25th,  he  will  save  the  costs  and  ex- 
penses of  a  lawsuit  as  well  as  the  disgrace  of  it. 
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SEVEN  PROGRESSIVE  FORM  LETTERS 
FOR  ORDINARY  ACCOUNTS 
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IT  will  be  noted  that  the  following  letters 
divide  up  into  sets  for  the  first  and  fifteenth 
of  each  month.  This  provides  some  variation. 
The  final  letter,  informing  the  debtor  that  his 
account  has  been  referred  to  the  Adjustment 
Bureau,  is  not  included.  Letter  4A  is  merely 
a  variant  of  4  and  therefore  has  not  been  in- 
cluded. 

Of  course,  beyond  the  first  letters,  these 
forms  are  varied  ad  infinitum,  according  to 
circumstances,  and  all  more  important  cus- 
tomers receive  individual  attention.  In  a  few 
instances,  night  letters  have  been  used  with 
good  results. 

The  letters  are  used  as  follows: 

1  and  1 -a. — Accounts    just    past    due.      The 

"friendly  reminder"  is  particu- 
larly inoffensive,  even  though  this 
one  has  brought  forth  a  few  kicks 
from  irate  customers — usually  the 
slow-pay  ones. 

2  and  2-a. — 30-day  past-due   accounts.     Pro- 

posing bank  draft  if  not  paid 
within  fixed  period. 

3  and  3-a. — 45  days  past-due.     Giving  notice 

of  bank  draft.  It  is  considered 
only  courteous  to  give  warning  of 
the  draft.  This  letter  frequently 
brings  in  the  check  direct,  at  a 
cost  of  only  10  cents  for  collec- 
tion charge. 

4  and  4-a. — 60  days  past  due  and  over.    Sug- 

gesting the  Adjustment  Bureau 
of  the  Association  of  Credit  Men 
as  the  creditor's  collection  agency. 

Final. Notice  that  account  has  been  re- 
ferred to  the  Adjustment  Bureau. 
464 


No.  i  Letter 


First  of  Month,  with  Statement 


THE  CREDITOR  COMPANY 

SUPPLY  CITY  PENNSYLVANIA 

April  1,  19—. 

The  Debtor  Company, 
Business  Center, 
New  Jersey. 

Gentlemen: 

We  enclose  our  statement  as  of showing  a 

total   of  $ and  would  particularly  call  your 

attention  to  the  past  due  item  for  amount- 
ing to  $ . 

We  would  appreciate  a  remittance. 

Yours  very  truly, 

THE  CREDITOR  COMPANY 

(Signed) 
HFBD-.BC 
End. 
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No.  i -a  Letter 
Fifteenth  of  Month  Follow-up 


THE  CREDITOR  COMPANY 

SUPPLY  CITY  PENNSYLVANIA 


April  15,  19—. 

The  Debtor  Company, 
Business  Center, 
New  Jersey. 

Gentlemen : 

On    checking    over    our    ledger    we    find    past-due 
invoices  amounting  to  $ . 

This  is  just   a  friendly  reminder  that  your  remit- 
tance has  been  overlooked. 

Yours  very  truly, 
THE  CREDITOR  COMPANY 
(Signed) 
HFBD:BC 
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No.  2  Letter 

Proposing  a  Draft — First  of  Month,  with 
Statement 


THE  CREDITOR  COMPANY 

SUPPLY  CITY  PENNSYLVANIA 


May  1,  19—. 
The  Debtor  Company, 
Business  Center, 
New  Jersey. 

Gentlemen: 

We  enclose  our  statement  as  of  ,  showing 

a  total  amount  due  of  $ — .     In  this  connection, 

we  would  like  to  call  your  attention  to  our  letter  of 

and    outstanding    invoice    of   for 

$ ,  to  which  we  have  had  no  reply. 

As  this  amount  is  now  materially  past  due,  we  would 
thank  you  for  a  remittance  by  return  mail.  However, 
it  may  be  you  would  prefer  us  to  make  draft,  and  we 

will   do   so   on   through  the   First   National 

Bank  of  this  City,  if  we  do  not  hear  from  you  before 
that  date. 

Your  direct  remittance,  however,  would  be  much 
preferred. 

Yours  very  truly, 

THE  CREDITOR  COMPANY 

(Signed) 
HFBD:BC 
End. 
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No.  2-a  Letter 

Proposing  a  Draft — Fifteenth  of  Month, 
without  Statement 


THE  CREDITOR  COMPANY 

SUPPLY  CITY  PENNSYLVANIA 


May  15,  19—. 
The  Debtor  Company, 
Business  Center, 
New  Jersey. 

Gentlemen : 

We  call  your  attention  to  our  letter  of —  and 

outstanding    (Invoice    or    Invoices)    of   for 

$ ,  to  which  we  have  had  no  reply.     This  (or 

these)   is    (or  are)    materially  past  due  and  we  must 
request  a  prompt  remittance. 

Possibly  you  prefer  that  we  issue  a  draft  through 
our  First  National  Bank   of   Supply  City,   which   we 

will  do  on if  we  do  not  hear  from  you  before 

that  date. 

Direct  remittance,  however,  is  much  preferred  and 
we  would  appreciate  your  check  by  return  mail. 


HFBD:BC 


Yours  very  truly, 
THE  CREDITOR  COMPANY 
(Signed) 
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No.  3  Letter 

Notification  of  Draft — First  of  Month, 
with  Statement 


THE  CREDITOR  COMPANY 

SUPPLY  CITY  PENNSYLVANIA 

June  1,  19—. 
The  Debtor  Company, 
Business  Center, 
New  Jersey. 

Gentlemen : 

We  enclose  our  statement  as  of  ,  showing 

past-due  (item  or  items)   of  $ ,  dating  back  to 


We  regret  to  note  that  we  have  had  no  response  to 

our   communications   of and  ,   and 

in  accordance  with  our  letter  of  are  to-day 

issuing  a  sight   draft  for  the   $ ■ —  through  the 

First  National  Bank  of  Supply  City. 

Will  you  please  arrange  to  honor  same  on  presenta- 
tion and  accept  our  thanks? 

Yours  very  truly, 

THE  CREDITOR  COMPANY 

(Signed) 
HFBD:BC 
End. 
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No.  3-a  Letter 

Notification  of  Draft— Fifteenth  of  Month, 
without  Statement 


THE  CREDITOR  COMPANY 

SUPPLY  CITY  PENNSYLVANIA 


June  15,  19 — . 
The  Debtor  Company, 
Business  Center, 
New  Jersey. 

Gentlemen : 

With  further  reference  to  your  past-due  account 
and  correspondence  in  regard  to  the  matter,  we  regret 
to  note  that  we  have  had  no  response  to  our  communi- 
cations of  and  .     Consequently,  in 

accordance  with  our  letter  of ,  we  are  to-day 

issuing  a   sight   draft  for  the  $ through  the 

First  National  Bank  of  Supply  City. 

Will  you  please  arrange  to  honor  this  draft  on  pre- 
sentation and  accept  our  thanks. 

Yours  very  truly, 
THE  CREDITOR  COMPANY 
(Signed) 
HFBD:BC 
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No.  4  Letter 

Notice  Concerning  Service  of  Draft  and 
Adjustment  Bureau 


THE  CREDITOR  COMPANY 

SUPPLY  CITY  PENNSYLVANIA 


July  1,  19—. 
The  Debtor  Company, 
Business  Center 
New  Jersey. 

Gentlemen : 

We  refer  to  our  letter  of ,  calling  your  atten- 
tion to  invoice  of —  for  $ ,  in  which  we 

informed  you  that  we  were  issuing  a  draft  for  this 
past-due  account.  To-day  this  draft  was  returned 
unpaid,  without  explanation  of  any  kind. 

We  regret  you  have  ignored  our  letters  and  our 
draft,  as  you  leave  us  no  recourse  but  to  place  the 
account  in  the  hands  of  the  Adjustment  Bureau  of  our 
Association  of  Credit  Men,  for  collection  through  the 
usual  channels. 

We  are  indeed  loath  to  take  this  action,  involving, 
as  it  does,  additional  expense  and  inconvenience 
which  we  are  far  from  desiring  to  inflict  upon  you. 

As  a  matter  of  courtesy,  we  are  giving  you  advance 
notice  of  our  intentions   and  will  await  your   check 

until  . 

Yours  very  truly, 

THE  CBEDITOR  COMPANY 

(Signed) 
HFBD:BC 
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A  LONG  COLLECTION  SEKIES  FOE 
A  VARIETY  OF  SITUATIONS 
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THE  credit  man  who  uses  the  following 
letters  does  a  nationwide  business,  and 
his  accounts  are  relatively  small.  He  uses 
form  letters  almost  entirely,and  justifies  their 
use  for  himself  and  his  business  by  the  nature 
and  distribution  of  his  accounts. 
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First  Dunning  Letter 


THE  CREDITOR  COMPANY 

SUPPLY  CITY  ILLINOIS 

January  8,  19 — . 
The  Debtor  Company, 
Business  Center, 
Illinois. 

Gentlemen : 

We  wish  to  refer  to  the  statement  recently  sent  you 
as  follows: 

If  there  is  any  error,  please  notify  us  promptly. 
Otherwise,  we  shall  appreciate  your  favoring  us  with 
a  remittance. 

Very  truly  yours, 

THE  CREDITOR  COMPANY 

(Signed) 


Second  Dunning  Letter 


THE  CREDITOR  COMPANY 

SUPPLY  CITY  ILLINOIS 

January  15,  19—. 
The  Debtor  Company, 
Business  Center, 
Illinois. 

Gentlemen : 

Our  books  still  show  money  due  us  as  follows: 


We  have  not  been  favored  with  a  remittance  or 
explanation  of  delay,  as  requested  in  our  letter  of  Jan- 
uary 8th,  and  ask  that  you  kindly  give  our  account 
your  good  attention. 

Very  truly  yours, 

THE  CREDITOR  COMPANY 

(Signed) 
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Third  Dunning  Letter 


THE  CREDITOR  COMPANY 

SUPPLY  CITY  ILLINOIS 

January  24,  19 — . 
The  Debtor  Company, 
Business  Center, 
Illinois. 
Gentlemen: 

We  are  without  reply  to  our  letters  of  January  1st 
and  January  15th  regarding  your  past-due  account  as 
follows : 


We  would  appreciate  your  remittance  for  the 
amount  due  or  a  word  as  to  when  we  may  expect  set- 
tlement. 

Very  truly  yours, 
THE  CREDITOR  COMPANY 
(Signed) 


Threat  Letter 


THE  CREDITOR  COMPANY 

SUPPLY  CITY  ILLINOIS 

February  1,  19 — . 
The  Debtor  Company, 
Business  Center, 
Illinois. 
Gentlemen : 

Once  more  referring  to  your  unpaid  account  as  fol- 
lows: 


We  have  written  you  several  letters  in  an  endeavor 
to  secure  a  remittance  or  some  satisfactory  explana- 
tion of  non-payment,  but  have  not  heard  from  you. 

Please  write  us  at  once  and  before  laying  this  letter 
aside.  If  possible,  send  a  check.  Otherwise,  we  will 
be  forced  to  consider  the  account  delinquent. 

Very  truly  yours, 
THE  CREDITOR  COMPANY 
(Signed) 
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Dunning  Letter  Giving  Notice  of  Draft 

THE  CREDITOR  COMPANY 

SUPPLY  CITY  ILLINOIS 

February  14,  19 — . 
The  Debtor  Company, 
Business  Center, 
Illinois. 

Gentlemen : 

Our  books  still  show  money  due  us  as  follows: 

Not  having  been  favored  with  a  remittance  or  expla- 
nation of  delay  as  requested  in  our  letter  of  February 
1st,  we  assume  that  it  will  be  agreeable  to  honor  the 
draft  which  we  will  make  on  February  17th,  unless  we 
hear  from  you  in  the  meantime. 

Very  truly  yours, 
THE  CREDITOR  COMPANY 
(Signed) 

Dunning  Letter  Used  if  Draft  is  Returned 

THE  CREDITOR  COMPANY 

SUPPLY  CITY  ILLINOIS 

February  19,  19—. 
The  Debtor  Company, 
Business  Center, 
Illinois. 

Gentlemen : 

Draft  for  $37.91  for  invoice  of  December  1,  19 — ,  has 
been  returned  without  explanation. 

We  have  not  heard  from  you  directly  and  request 
that  you  remit  for  the  amount  due  or  give  us  some 
early  date  on  which  the  remittance  will  be  made. 

Very  truly  yours, 
THE  CREDITOR  COMPANY 
(Signed) 
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Dunning  Letter  for  Small  Amount 


THE  CREDITOR  COMPANY 

SUPPLY  CITY  ILLINOIS 


March  1,  19—. 
The  Debtor  Company, 
Business  Center, 
Illinois. 

Gentlemen : 

We  wish  to  refer  to  your  account  with  us  as  fol- 
lows: 


We  have  not  bothered  you  with  letters  regarding 
this  small  item,  simply  sending  you  a  statement  each 
month. 

However,  we  would  now  like  to  clear  our  books  of 
the  charge  and  would  therefore  appreciate  your  early 
remittance  to  cover. 

Very  truly  yours, 


THE  CREDITOR  COMPANY 
(Signed) 
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Dunning  Letter  for  Boards  of  Education,  etc., 
with  Return  Postal  Card  Enclosed 


THE  CREDITOR  COMPANY 

SUPPLY  CITY  ILLINOIS 

March  15,  19—. 

Board  of  Education, 
Business  Center, 
Illinois. 

We  wish  to  refer  to  your  account  on  our  books  as 
follows : 

Will  you  please  tell  us  on  the  enclosed  postal  card 
whether  or  not  the  above  has  (have)  been  approved 
and,  if  possible,  about  when  we  may  expect  a  check 
in  settlement? 

Yours  very  truly, 

THE  CREDITOR  COMPANY 

(Signed) 


Return  postal  card  reads  as  follows 


Place  date  19—. 

Gentlemen: 

The   following  bill   has   been   approved   and   check 
will  be  issued  and  mailed  on  or  about 


BOARD  OF  EDUCATION 
Per    — 
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Unearned  Discount  Letter  (Check  Returned) 


THE  CREDITOR  COMPANY 

SUPPLY  CITY  ILLINOIS 


May  16,  19—. 
The  Debtor  Company, 
Business  Center, 
Illinois. 

Gentlemen : 


We  wish  to  acknowledge  your  check  dated , 

for  ,  in  payment  of  our  invoice  of  , 

amounting    to    $ ,    less    discount    $ . 

Kindly  accept  our  thanks. 

Discount  deduction  on  this  invoice  would  not 
appear  to  be  in  order  in  accordance  with  our  terms 
of  "2  per  cent  in  10  days  from  date  of  bill,"  which  we 
called  to  your  attention  in  our  letter  (or  letters)  of 
(and  ). 

We  are  therefore  returning  your  check  herewith 
and  would  ask  that  you  kindly  let  us  have  corrected 
or  additional  remittance  for  this  invoice. 

Yours  very  truly, 
THE  CREDITOR  COMPANY 
(Signed) 
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Unearned  Discount  Allowed  Letter 


THE  CREDITOR  COMPANY 

SUPPLY  CITY  ILLINOIS 


June  4,  19—. 
The  Debtor  Company, 
Business  Center, 
Illinois. 

Gentlemen : 

We    acknowledge   your    check    dated -   for 

in  payment  of  — invoice, 


less  discount,  and  wish  to  tender  our  thanks. 
We  respectfully  refer  you  to  our  letter  of  - 


which  explains  our  position  in  regard  to  cash  dis- 
counts. You  will  observe  that  the  above  check  was 
mailed  some  time  after  the  proper  period  had  expired 
and  discount  would  not  appear  to  have  been  earned, 
unless  we  are  in  some  way  at  fault  and  you  have  neg- 
lected to  notify  us. 

However,  as  it  is  possible  that  you  did  not  under- 
stand our  requirements,  we  are  pleased  in  this  instance 
to  credit  your  remittance  as  tendered  and  trust  we 
may  hereafter  have  your  kind  co-operation. 

Yours  very  truly, 
THE  CREDITOR  COMPANY 
(Signed) 
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Improper  Freight  Deduction  Letter  (Check 
Not  Returned) 


THE  CREDITOR  COMPANY 

SUPPLY  CITY  ILLINOIS 


June  16,  19—. 
The  Debtor  Company, 
Business  Center, 
Illinois. 

Gentlemen : 

We  wish  to  acknowledge  your  check  dated 


for    ,    which    you    sent    us    in    payment    of 

invoice,  $ ,  less  discount  and  freight 


We  thank  you  for  this  remittance  and  have  credited 
your  account  with  the  amount  of  the  check  and  dis- 
count, but  do  not  see  our  way  clear  to  allow  the 
freight.  If  you  will  refer  to  the  original  invoice,  you 
will  find  that  this  shipment  was  made  f.  o.  b.  factory 
and  that  freight  deduction  is  not  in  order. 

Very  truly  yours, 
THE  CREDITOR  COMPANY 
(Signed) 
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Improper   Freight  Deduction   Letter 
(Returning  Check) 


THE  CREDITOR  COMPANY 

SUPPLY  CITY  ILLINOIS 


August  6,  19- 
The  Debtor  Company, 
Business  Center, 
Illinois. 

Gentlemen : 

We  wish  to  acknowledge  your  check  dated 


for in     payment     of     invoice, 

$ 1  less  discount  $ and  freight  $ 


Kindly  accept  our  thanks. 


We  would  like  to  accept  this  check  and  credit  it 
exactly  as  tendered  but  we  do  not  see  our  way  clear 
to  do  so.  If  you  will  look  at  your  original  invoice, 
you  will  find  that  this  shipment  was  made  f.  o.  b.  fac- 
tory and  that  freight  deduction  is  not  in  order. 

We  therefore  return  your  check  and  shall  thank  you 
to  kindly  make  out  a  new  check  or  return  this  one 
with  another  to  refund  the  freight  taken  in  error. 

Very  truly  yours, 
THE  CREDITOR  COMPANY 
(Signed) 
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PART  VI 
POOR  COLLECTION  LETTERS 
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A  POOR  letter,  full  of  redundancies,  and 
high-sounding  words  and  phrases.  But 
"you  never  can  tell."  This  letter  evoked  an 
immediate  response  in  the  form  of  a  check 
for  the  full  amount  and  the  following  words: 
"Please  excuse  me  and  I  thank  you  for  the 
above  sweet  letter." 


486 


THE  CREDITOR  COMPANY 

SUPPLY  CITY  ILLINOIS 


December  23,  19—. 

Mr.  A.  B.  Debtor, 
Business  Center, 
Michigan. 

Dear  Sir: 

Now  that  we  have  permitted  day  after  day  to  elapse 
following  our  last  letter,  you  will,  beyond  peradven- 
ture  of  a  doubt,  be  anxious  and  in  fact  happy  to  imme- 
diately provide  for  your  account  to  the  extent  of 
$91.66,  which  is  the  total  of  all  the  items  appearing 
on  our  last  statement  with  the  exception  of  the  three 
November  invoices. 

With  entire  confidence  that  your  most  courteous 
treatment  will  be  accorded  the  situation,  we  take  the 
liberty  of  thanking  you  at  this  particular  time. 


Yours  very  truly, 

THE  CREDITOR  COMPANY 
(Signed) 
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\  VERY  common  type  of  letter  that  stresses 
IX  the  need  of  the  creditor  for  money. 
That  need  may  be  a  very  real  one,  and  yet  it 
is  unfortunately  unconvincing  to  the  small 
retailer  who  rightly  or  wrongly  assumes  his 
own  need  to  be  greater  than  that  of  the  larger 
selling  house.  When  other  arguments  are 
more  effective  and  usually  more  sincere,  it 
seems  strange  that  this  argument  still  finds 
favor  among  creditors. 
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THE  CREDITOR  COMPANY 

SUPPLY  CITY  CALIFORNIA 


May  5,  19—. 

The  Debtor  Company, 
Business  Center, 
Pennsylvania. 

Gentlemen : 

We  are  disappointed  in  not  receiving  response  to 
our   letter    of   April    20th   soliciting   payment   of   our 

January    account    of    $ which    was    due    on 

March  15th. 

We  are  pleased  to  serve  you  but,  as  previously 
explained,  we  have  our  obligations  to  meet  and  con- 
sequently appreciate  the  co-operation  of  our  custom- 
ers in  the  payment  of  our  invoices  when  due. 

Hoping  to  be  favored  with  your  prompt  remittance, 
we  remain, 

Yours  very  truly, 

THE  CREDITOR  COMPANY 

(Signed) 
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THE  creditor  who  can  give  only  the  rea- 
son in  the  second  paragraph  of  the  fol- 
lowing letter,  for  payment  of  an  account  is 
lacking  in  imagination.  This  creditor  places 
himself  almost  in  the  position  of  a  seeker  after 
charity.  It  is  not  meant  to  suggest  that  his  ar- 
gument is  wholly  without  merit,  for  in  other 
forms,  shown  in  this  book,  it  has  been  used  to 
advantage.    But  here  it  is  weak. 


490 


THE  CREDITOR  COMPANY 

SUPPLY  CITY  COLORADO 


February  4,  19 — . 

The  Debtor  Company, 
Business  Center, 
Nebraska. 

Gentlemen : 

Your  December  account  of  $260.10,  according  to  our 
records,  was  due  on  January  tenth. 

We  had  anticipated  receipt  of  your  remittance  and 
will  appreciate  the  same,  which  will  assist  us  mate- 
rially in  meeting  our  requirements. 

Hoping  to  be  favored  with  your  co-operation  by  a 
prompt  response,  we  remain, 

Yours  very  truly, 
THE  CREDITOR  COMPANY 
(Signed) 
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AN  appeal  that  leaves  many  debtors  cold. 
"Present  financial  conditions  necessitate 
co-operation"  means  what?  Is  the  creditor 
embarrassed?  Or  doesn't  he  care  about  close 
co-operation  under  other  financial  conditions? 
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THE  CREDITOR  COMPANY 

SUPPLY  CITY  MASSACHUSETTS 


January  5,  19 — . 

The  Debtor  Company, 
Business  Center, 
Ohio. 

Gentlemen: 

According  to  our  records,  your  November  account 
of  $70.10  was  due  on  December  10th. 

Present  financial  conditions  necessitate  the  closest 
co-operation  between  us  and  we  will  appreciate  your 
prompt  remittance. 

Yours  very  truly, 
THE  CREDITOR  COMPANY 
(Signed) 
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THIS  letter  is  of  a  kind  that  is  still  very 
common.  The  reason  advanced  for  the 
necessity  of  payment  is  a  very  weak  one. 
Moreover,  as  it  is  phrased  in  this  letter,  it 
suggests  that  the  creditor,  under  certain  other 
financial  conditions,  is  indifferent  to  terms  of 
sale  both  as  seller  and  as  buyer. 
The  English  and  general  style  is  very  poor. 
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THE  CREDITOR  COMPANY 

SUPPLY  CITY  NEW  YORK 


March  5,  19—. 

The  Debtor  Company, 
Business  Center, 
Kansas. 

Gentlemen : 

We  are  enclosing  herewith  statement  of  your  ac- 
count, in  amount  $170.40,  and  solicit  your  valued 
attention  to  the  January  item  of  $90.60  which,  accord- 
ing to  our  records,  is  overdue. 

Your  co-operation  in  sending  us  your  check  will  be 
appreciated  and  of  material  assistance  to  us  as  we, 
ourselves,  under  present  financial  conditions,  are 
required  to  meet  our  obligations  promptly. 

Hoping  to  be  favored  with  your  early  response,  we 
remain, 

Yours  very  truly, 

THE  CREDITOR  COMPANY 

(Signed) 
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THIS  type  of  letter  is  a  dangerous  one. 
Black-listing  is  not  a  proper  way  of  col- 
lecting accounts,  and  may  subject,  the  collector 
to  legal  difficulties. 
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THE  CREDITOR  COMPANY 

SUPPLY  CITY  WISCONSIN 


May  4,  19—. 

Mr.  A.  B.  Debtor, 
Business  Center, 
Ohio. 

Dear  Sir: 

You  surely  do  not  recognize  the  position  in  which 
you  place  yourself  by  your  continued  neglect  to  pay 
the  sum  of  $27.00  owing  us.  You  are  surely  aware 
that  the  grocers,  dry  goods  dealers,  and  other  mer- 
chants are  fully  organized  and  the  debtor  who  does 
not  pay  his  just  debts  is  blacklisted  by  merchants,  doc- 
tors, and  other  professional  people — the  very  ones  on 
whom  you  may  have  to  depend  at  critical  times.  You 
surely  do  not  care  to  destroy  your  reputation  for  hon- 
esty. Then  take  care  of  this  matter  at  once,  for  if  it 
is  not  settled  by  the  end  of  next  week  our  lawyers 
will  act. 

Insistently  yours, 

THE  CREDITOR  COMPANY 

(Signed) 
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HIS  letter,  sent  registered  mail,  gives 
the  debtor  one  more  chance  to  "come 
through,"  at  least  with  a  partial  payment. 
The  inclusion  of  the  debtor's  name  in  the 
body  of  the  letter  gives  it  a  personal  touch 
that  would  otherwise  be  lacking.  However, 
the  letter  is  too  indefinite,  too  repetitious,  and 
offers  too  many  options. 
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THE  CREDITOR  COMPANY 

SUPPLY  CITY  MONTANA 


Mr.  A.  B.  Debtor, 
Business  Center, 
Tennessee. 

Registered  mail. 
Dear  Mr.  Debtor: 

We  regret  very  much,  Mr.  Debtor,  to  do  anything 
that  will  be  disagreeable  or  unpleasant  to  either  of  us 
regarding  your  account.  We  cannot,  however,  in  jus- 
tice to  you  and  ourselves  carry  this  account  any 
longer  and  unless  we  receive  a  check  within  five  or 
six  days,  there  will  be  nothing  left  for  us  to  do  to  pro- 
tect our  interest  but  turn  it  over  to  our  attorney  with 
instructions  to  proceed  to  collect  it. 

Of  course,  Mr.  Debtor,  you  realize  that  when  an 
account  cannot  be  collected  through  the  regular  dun- 
ning channels,  there  is  no  other  step  to  take,  however 
much  we  dislike  to  take  this  step.  If  you  cannot  pay 
all  of  it  at  this  time,  you  could  certainly  pay  half  of  it 
and  pay  the  balance  November  first,  but  if  we  do  not 
hear  from  you  in  a  few  days  we  will  assume  that 
there  is  no  other  course  for  us  to  take  but  to  place  the 
account  for  collection. 

Yours  respectfully, 
THE  CREDITOR  COMPANY 
(Signed) 
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THE  commonest  type  of  mistake  that  we 
have  discovered  in  our  examination  of 
both  wholesale  and  retail  collection  letters  is 
the  crowding  of  too  many  ideas  into  one  sen- 
tence. The  following  three  letters  would 
benefit  by  a  breaking  up  of  the  long  sentences 
into  short  ones.  Such  a  breaking  up  would 
not  make  the  letters  sound  any  more  abrupt 
and  would  certainly  increase  their  read- 
ability. 
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THE  CREDITOR  COMPANY 

SUPPLY  CITY  ILLINOIS 


January  25,  19 — . 

Mr.  A.  B.  Debtor, 
Business  Center, 
Iowa. 

Dear  Sir: 

As  you  did  not  reply  to  our  letter  of  January  5th, 
in  reference  to  your  bill  we  are  again  calling  atten- 
tion to  the  matter,  and  shall  appreciate  a  favorable 
response  without  further  delay,  as  the  account  has 
now  passed  the  usual  time  permitted  for  settlement. 

Yours  very  truly, 
THE  CREDITOR  COMPANY 
(Signed) 
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THE  CREDITOR  COMPANY 

SUPPLY  CITY  MAINE 


February  15,  19 — . 

Mr.  A.  B.  Debtor, 
Business  Center, 
Ohio. 

Dear  Sir: 

The  non-payment  of  your  account  for  October 
amounting  to  $5.00  must  be  attributed  to  oversight,  as 
we  find  no  record  of  any  request  from  you  for  infor- 
mation concerning  it,  and  we  trust  you  will  agree  with 
us  that  a  check  for  this  amount  should  be  mailed  us 
at  this  time. 

Yours  truly, 

THE  CREDITOR  COMPANY 

(Signed) 
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THE  CREDITOR  COMPANY 

SUPPLY  CITY  KANSAS 


July  5,  19—. 

Mr.  A.  B.  Debtor, 
Business  Center, 
Kansas. 

Dear  Sir: 

You  did  not  keep  your  promise  to  make  regular  pay- 
ments on  your  bill  as  agreed. 

This  account  is  now  past  due  and  should  have  been 
paid  in  full  long  before  this  and  when  an  extension 
was  granted,  you  certainly  understood  that  it  was 
only  upon  condition  that  you  meet  these  installments 
promptly  when  due,  and  we  must  insist  on  immediate 
attention  if  you  expect  the  privilege  of  the  extra  time 
allowed  you. 

Yours  truly, 

THE  CREDITOR  COMPANY 

(Signed) 
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THIS  letter  violates  about  as  many  rules 
of  collection  letter  writing  as  is  possible 
in  a  short  letter.  It  is  ungrammatical,  and, 
furthermore,  "Maturing  obligations  compel 
us"  ranks  low  in  the  list  of  reasons  for  asking 
payment. 
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THE  CREDITOR  COMPANY 

SUPPLY  CITY  VERMONT 


Sept.  10,  19—. 

The  Debtor  Company, 
Business  Center, 
South  Dakota. 

Gentlemen : 

Re  past  due  account  to  July  1,  $33.98. 

Renewing  our  request  of  recent  date,  kindly  favor 
us  at  once  with  remittance  for  $33.98.  Maturing  obli- 
gations compel  us  to  make  this  urgent  appeal,  and 
kindly  bespeaking  your  prompt  and  business-like 
attention,  remain, 

Yours  very  truly, 

THE  CREDITOR  COMPANY 

(Signed) 
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INDEX 


Accounts,    average    collection    percen- 
tages of,  in  retail  lines,  xxxii 
average  collection  percentages  of,  in 

wholesale  lines,  xxxii 
reasons  for  past-due,  xiii-xiv,  xxiv 
seasonal  aspects  of,  xxv,  xxxvi,  77, 

79,  131,  368 
Adjustment  bureau,  47,  464,  471 
Agriculture,    non-seasonal    aspect    of, 

xxv-xxvii 
seasonal  aspect  of,  xxv 
Analysis  of  financial  statement,  307- 

309,  315-321,  323-326 
relations  of,  to  collections,  307-309, 

315-321,  323-326,  327-330 
Apology,  399 

not  necessary  in  requesting  settle- 
ment, xxii 
Appeal  to  customer's  credit  standing, 

xxiii,  51,  59,  71,  85,   115,  201, 

233 
Appeal  to  self  interest,  xxiii,  51,  59, 

85,  416,  417,  441 
Appeal    to    sense   of    fair    play,   xxii- 

xxiii,  19,  37,  39,  40,  45,  55,  57, 

67,  75,  81,  247,  266 
Appeal  to  sense  of  honor,  xxi,  43,  51, 

363,  415 
Appeal  to  sense  of  pride,  55,  61,  89, 

241,  461 
Appreciation  of  co-operation,  147,  189 
Appreciation   of  patronage,    125,   167, 

189,  237 
Attorneys,   threat  to  use,   43,  47,  97, 

103,  139,  199,  201,  203,  205,  462 

B 

Banking  accommodations,  see  "Notes" 
Budgeting,  xxxv 


Business,  impersonality  of,  xx 

seasonal  aspect  of,  xxxvii,  77,  79, 

368 
Business  finance,  relation  to  credit  of, 

69 
Business  service,  xxviii,  307-309,  311- 

313,   315-321,   323-326,   327-330 
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Characteristics     of     customers,     geo- 
graphical,, racial,   trade,   xxvii 

Checks  returned,  480,  483 

Chronically  slow  customers,  xiii,   87, 
99 

Classification  of  customers,  xiii 

Collecting  from  individual  consumers, 
xxxi-xxxvi 

Collecting  future  accounts,  378 

Collecting  personal     accounts,     xxxi- 
xxxvi 

Collection  agency,  272 

Collection  devices,  xv,  413-418 

Collections,  seasonal  aspect  of,  xxiii- 
xxviii,  77,  79,  368 

Competition,   effect  of,   among  retail- 
ers, xxxiv 

Consumer,  see  "Personal  account" 

Contract  breaking,  xxi-xxiii 

Contractual    obligation,    xxi,    49,    57, 
63 
observance  of,  in  retail  trade,  xxxii- 

xxxiii 
observance   of,   in   wholesale   trade, 
xxxiv 

Contract  observance,  lesson  in,  xxi,  63 

Conventional  tone,  71,  163 

Conversational  tone,  29,  31,  65,  73,  97, 
149,  155,  231 

Co-operation    from    debtor    requested, 
87,  103,  165,  395 
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Co-operation  with  debtor,  215,  229 
in  business  service,  xxviii,  103,  307- 
309,  311-313,  315,  321,  323-320, 
327-330 
in  extension  granting,  129,  131,- 135, 

183,  185,  189 
in  maintaining  sales  terms,  79,  87, 
165,  177,  255,  259 
Courteous  demand  for   observance  of 

terms,  xxii,  245,  247,  259 
Courteous  phrasing,  xxxvi,  23,  33,  47, 
57,  79,  107,  131,  133,  239,  245, 
247,  259 
Cost  of  letter  writing,  5,  13,  30 
Credit  habit  of  mind,  xxi,  115 
Credit   information,   exchange  of,  51, 

59,  95,  461 
Credit   interchange,   telling   story   of, 

xxiii,  51,  95 
Credit   limit  reached,    185,    187,   233, 

239 
Credit  rating,  appeal  to  preserve  good, 
219,    417;    see    "Credit    stand- 
ing" 
Credit  standing,  importance  of  good, 
xxiii,  51,  59,  71,  85,  115,  201, 
233 
as  affected  by  draft  system  of  col- 
lection, 452 
Credit  terms,  touchiness  about,  256 
Creditors'     mistakes,     398-401,     402- 

407 
Customer,   establishing  type  of,  xviii 
new,  63,  83 
permitting  return  of  goods  to  help, 

311-313 
treatment   of   personal,  xxxi-xxxvii 
verbal  debate  with,  333-335 
Customers'   characteristics,  geograph- 
ical, racial,  trade,  xvii-xviii 
Customers  classified,  xiii-xiv 
chronically  slow,  xiii,  87,  99 
fraudulent,  xiii 
insolvent,  xiii 

temporarily  embarrassed,  xiii,  129, 
131,    191;    see   also    "Financial 
reorganization"  and  "Business 
service" 
temporarily  slow,  xiii 


Customers  classified,  those  who  disre- 
gard    due     date     because     of 
smallness  of  account,  xiii 
those   who   take    advantage   of   un- 
earned discount,  xiii 

Customer's  credit  standing,  appeal  to, 
xxiii,  51,  59,  71,  85,  115,  201, 
233 

Customer's  self  interest,  appeal  to, 
xxiii,  51,  59 

Customer's  sense  of  honor,  appeal  to, 
xxi,  43,  51,  363 

Customer's  sense  of  fair  play,  appeal 
to,  xxii-xxiii,  19,  37,  39,  40,  45, 
55,  57,  67,  75,  81,  247,  266 

Customer's  sense  of  pride,  appeal  to, 
55,  61,  89,  241 


Dating  of  discount,  265,  267 
Debtor,  see  "Customer" 
Definition  of  good  collection  letter,  xvi 
Devices,  collection,  xv,  413-418 
Differences  between  wholesale  and  re- 
tail collection,  xxxi-xxxv 
Discounts,  xxxiv 

abuse  of,  xxiii,  27,  480,  481 
dating  of,  265-266,  267-268 
encouraging,  xxxiv,  29,  31,  33,  35, 

263,  395 
letters  on,  26-35,  480,  481 
"selling"   the   discount,   29-35,   321, 
395,  414 
Distribution  of  farmer's  income,  xxv- 

xxvii 
Diversified  farming,  xxv-xxvii 
Don'ts,  xix-xxi 

Drafts,     collection    by,     as    affecting 
credit  standing,  452 
refusal  to  honor,  139,  471,  477 
use  of,  71,  453,  461,  464,  467 

E 

Economic  moment  to  collect,  making 

use  of,   xxiii-xxiv,  77,  79,   131 

in  retail  trade,  xxxvii 

in  seasonal  industries,  xxvi,  xxviii 

Educational  value  in  good  collection 

letter,  xxii 
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Embarrassment,    temporary,    of    cus- 
tomer, xiii,  129,  131,   191;    see 
also  "Financial  reorganization" 
and  "Business  service." 
Establishing  type  of  customer,  xviii 
Exchange  of  credit  information,    (In- 
terchange)   use  of,  for  collect- 
ing accounts,  xxiii,  51,  59,  95, 
366 
Exchanges  of  correspondence,  xv 

illustrating  business  service,  xxviii, 
305-330 

illustrating  frankness  and  good-will 
on  both  sides,  295,  299,  301-304, 
307-309,  311-313,  315-321,  323- 
326,  364-367 

illustrating  relation  of  financial 
statement  to  collections,  307- 
309,   315-321,    323-326,   364-367 

on  new  orders  from  debtor,  381-385, 
387-391,  393-396 

retail,  397-409 

with  debtor  concern  undergoing 
financial  reorganization,  269- 
304 

with  debtor  touchy  about  terms, 
254-257 

with  debtor  who  denies  debt,  375 

with  impossible  debtor,  377 
Extensions,    granting,    129,    131,    135, 
183,  185,  382 

refusal  to  grant,  133,  195 


Farming  community,  retailer  in,  xxiv, 

xxxvii,  329-330,  368-369 
Financial  reorganization,  debtor  con- 
cern undergoing,  271-292,  295- 
299,  301-304 
Financial  statement  for  business  serv- 
ice,   xxviii,    307-309,    315-321, 
323-326,  366,   395 
First  transaction,  63,  83 
Form  letters,  xix,   449-484;    see   also 
"Sequences" 
dangers  in  use  of,  402 
retail,  xxxvii 

seven  progressive,  463-471 
Frankness,  xx,  268,   364 
Freight  deduction,  improper,  482 
Future  sales,  collecting  for,  vii,  378 


Good  will,  see  "Definition  of  good  col- 
lection letter;"  through  busi- 
ness service,  xxviii,  305-330 

Greetings,  season's,  237 

H 

Honor,  appeal  to  sense  of,  43,  51,  363, 

415 
Human  touch,  17,  21,  129,  130 
Humorous  letters,  stunt  and,  419-448 
danger  of,  xv-xvi 


Fair  play,   appeal  to  sense  of,   xxii- 
xxiii,  19,  37,  39,  40,  45,  55,  57, 
67,  75,  81,  247,  266 
effective   to   combat  taking   of   un- 
earned discount,  xxiii,  27,  481 
on  part  of  creditor,  xxiii 
Farmer's  income,  distribution  of,  xxv- 
xxvii 
relation     to     collections     of,     xxiv, 
xxxviii,  77,  79,  131,  368 
Farming,  non-seasonal  in  certain  sec- 
tions, xxv-xxvii 
seasonal  industry,  xxv,  77,  79,  131, 
368 


Impersonality  of  business,  xx 

Individualize  letters,  xviii-xix,  xxvi, 
17,  21,  129,  420-425 

Inducement  for  prompt  payment, 
xxxiv,  29,  31,  33,  35,  263,  395 

Information;  see  "Financial  state- 
ment," also  "Interchange." 

Insincerity  to  be  avoided,  xx,  341 

Installment  account,  past  due,  235, 
243 

Interchange,  credit,  xxiii,  51,  59,  95, 
366,  461 

Interdependence  of  seller  and  buyer, 
xxii,  \\i\ 

Interest  charges,  xxxiv,  36-40,  369 

Interview  requested,  195,  321 
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Lawyers;  see  "Attorneys." 
Layout,  unusual,  83,  153,  437 
Letters,  collection,  apology,  399 
appeals  to  pride,  fair  play,  self  in- 
terest and  sense  of  honor,  41- 

110 
attorney,  threat  of,  43,  47,  97,  103, 

139,  199,  201,  203,  205,  462 
business  service  kind,  305-330 
combining  collection  and  sales,  111- 

126 
contract  observance,  49,  53,  57,  63 
discounts,  26-35,  263,  395,  480,  481 
don'ts  in,  xix-xxi 
drafts,  showing  use  of,  71,  453,  461, 

464,  467 
exchanges,  251-409 
extensions,  127-136,  181-196 
financial  reorganization,  269-304 
financial  statement  requested,  307, 

317,  327 
form,  449-484 

humorous  and  stunt,  419-448 
insincere,  341 
interest,  36-40 
length  of,  xxix-xxx 
mechanical  make-up  of,  xxx 
mechanism  of  retail,  xxxvi-xxxvii 
miscellaneous,  137-156,  207-250 
new    orders    on    over-due   accounts, 

treatment  of,   381-385,  387-391 
notes  requested,  69,   129,    131,   135, 

366 
oversight,  7,  15,  17,  21,  23,  107,  123, 

145,  221,  241,  466 
paragraphs  in,  xxx 
poor,  271-292,  485-506 
reminders  of  promises  to  pay,  101, 

141,  217,  356,  359,  364,  447 
retail,  157-250,  397-409 
stressing  loss  of  debtor's  business, 

57,  115,  456 
stressing  terms,  27,  63,  93,  105,  107, 

161,    167,    169,    177,    231,    255, 

395,  415 
stunt  and  humorous,  419-447 


Letters,    collection,    sympathetic,    17, 
21,  129,  177,  191,  311-313,  345, 
347-351 
thanking  customer  for  co-operation, 

147,  189 
thanking    customer    for    patronage, 

125,  167,  189,  237 
ungrammatical,  505 
wholesale,  1-156 
Local  characteristics,  xvii 
Local  conditions,  xxiv,  xxxvii 
Loss  of  debtor's  business  emphasized, 
57,  115,  456 

M 

Mechanical  make-up,  xxx 
Mechanism  of  retail  collection  letters, 

xxxvi 
Miscellaneous  exchanges,  343-378 
Miscellaneous  retail  letters,  207-249 
Miscellaneous  wholesale  letters,    137- 

156 
Mistakes  on  part  of  creditor,  398-401, 

402-407 
Moral  superiority,  tone  of,  xxii,  335, 

338 
Mutuality  of  credit  sale,  xxix,  45, 103, 

105,  109,  179,  209 

N 

Need  of  creditor  for  money,  see  "Poor 

letters." 
New  customers,  63,  83 
New  orders  on  overdue  accounts,  381- 

385,  387-391 
Note  accepted,  187 

Note,  debtor   asked  to  sign,  69,    129, 
131,  135,  366 
collection  by  attorney  the  alterna- 
tive to,  199 
refusal  to  take,  195,  382 

0 

Obligation,  contractual,  xxi,  49,  57,  63 
less    evident    in    personal    account, 

xxxii 
Old  customers,  letters  to,  53,  55,  61, 

65,  79,  370 
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Oversight  as  cause  of  non-payment,  7, 
15,  17,  21,  23,  107,  119,  123, 
125,  145,  221,  237,  241,  466 


Paragraphs,  generous  use  of,  xxx,  69 
Partial  payment  on  account,  49,  211, 

213,  227 
Past-due  account,  factors  in  problem 
of  collection  of,  xxiv 
installment,  143,  235 
psychological  moment  for  collection 

of,  xxiii-xxiv,  77,  79,  131 
reasons  for,  xiii-xiv 
reasons   for,   in   personal   accounts, 

xxxii-xxxvi 
seasonal  aspect  of,  xxv,  xxxvi,  77, 

79,  131,  368 
small,  3-23 
Past  relations  stressed,  53,  55,  61,  65, 

370,  422 
Percentages  of  accounts  receivable  col- 
lected, xxxii 
Personal  accounts,  xxxi-xxxvii 
economic  situation  and,  xxiv 
indirect  credit  losses  and,  xxxii 
terms  of  sale  flexible  in,  xxxiii 
Personal  interview,  195,  231 
Permitting  return  of  goods,  311-313 
Personalize  letters,   xix,   17,  91,   129, 

345 
Plain  speaking,   139 
Phraseology,  courteous,  xx,  xxxvi,  11, 
23,  33,  47,  57,  79,  107,  368 
stereotyped  to  be  avoided,  xx,  404, 

495,  501 
sugar-coated  to  be  avoided,  xxi,  341 
Poor  letters,  xvi 

black-listing  suggested,  497 
creditor's  need   of   money   stressed, 

489,  491,  505 
high-sounding    words   and    phrases, 

487 
poor  phrasing,  404,   495,  499,  501, 

502,  503 
poor  psychology,  271-292,  332-342 
poor  grammar,  505 


Pride,   appeal   to    customer's,   55,   61, 

89,  241 
Promises  to  pay,  reminding  debtor  of, 

101,  141,  217,  356,  359,  364 
Psychology,  poor  collection  letter,  271- 

292,  332-342 
sound  collection  letter,  xvi-xix,  115, 

295-299,   311-313,   420-425,   439. 
Psychological  moment  to  collect  past 

dues,  xxiii-xxiv,  77,  79,  131 
harvest  time  in  farming  communi- 
ties, xxi-xxvi,  77,  79 
seasonal   high   point   in   industries, 

xxviii 
Purchases  withheld,  169,  173,  384 

R 

Racial    characteristics    of    customer, 
xvii 
danger  of  overstressing,  xvii-xviii 
Rating,  see  "Credit  standing,"  417 
Reasons    for     past    due    accounts, 

xiii-xiv,  xxiv 
in  retail  trade,  xxxiii-xxxvi 
Repossession,  235 
Retail  collection,  xv,  xxxi-xxxvii 
effect   of   competition    on,    as    com- 
pared with  wholesale,  xxxiv 
in  farming  communities,  xxv. 
indirect  credit  losses  in,  xxxii 
letters,  xxxii-xxxviii,  157-250 

exchanges,  397-409 
mechanism  of,  xxxvi-xxxvii 
seasonal  fluctuations  in,  xxxvii 
terms  of  sale  in,  xxxiii-xxxiv 
Return  of  goods  permitted,  311 

S 

Salesmanship,  credit  man  engaged  in, 

xxviii,  45,    113,   115,   117,   119, 

123,  131,  378 
selling  business  service,  305-330 
selling  the  discount,  29-35,  321,  395 
Sarcasm  to  be  avoided,  332-335,  336- 

339 
Seasonal    aspect   of   business,   xxxvii, 

77,  79,  131,  368 
Seasonal  aspect  of  farming,  xxv,  77 
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Seasonal    aspect    of    industry,    xxvi- 

xxviii 
Self-interest,  appeal  to,  xxiii,  51,  59, 

85,  416,  417,  441 
Selling,  see  "Salesmanship." 
Sense    of   fair   play,   appeal   to,   xxii- 

xxiii,  19,  37,  39,  40,  45,  55,  57, 

67,  75,  81,  247,  266 
relation  to  business  ethics,  xxii 
Sense  of  honor,  appeal  to,  xxi,  43,  51, 

363,  415 
relation  to  business  ethics  of,  xxii 
sound  business  methods  and,  xxii 
Sense  of  pride,  appeal  to,  55,  61,  89, 

241,  461 
Sensitiveness  of  personal  buyer,  xxxv 
Sequence  of  letters,  xix-xx,  449-484 
Service,  business,  xxviii,  305-330 
Slowness,  chronic,  xiii,  87,  99 
Straightforwardness,  xxi,  33,  37,  151, 

153 
Stereotyped  phraseology  to  be  avoided, 

xx,  404,  495,  501 
Stunt  letters,  xv,  419-448 
Sympathy  and  understanding,  17,  21, 

129,  177,  191,  311-313,  345,347- 

351 


Timing   letters,    xxiii-xxiv,    xxvi,    77, 

79,  131 
Thanking  customer   for  co-operation, 

147,  189 
Thanking  customer  for  patronage,  125, 

167,  189,  237 
Threat,  carefully  chosen  words  in,  205, 

373;  see  also  "Attorney." 
Tone,  conversational  and  natural,  29, 

31,   65,   73,   97,    129,    131,    149, 

370,  373 
morally    superior,    to    be    avoided, 

xxii,  335,  338 
personal,  129,  131 
Trade  acceptances,  389 
Turnover,  relation  to  profits,  319 
Treasurers'  letters,  43 


U 


Ultimate    consumer,    xxi;     see    also 

"Personal  accounts." 
Unearned    discount,    customers    who 

take,  xiii 
appeal    to    fair    play   useful    with, 

xxiii 
Ungrammatical  letters,  505 


Terms  of  sale,  xxi 

better  observance  of,  93,  99,  107, 
171,  173,  255 

contractual  obligation  serious  in, 
xxi,  63,  105,  415 

co-operation  requested  in  maintain- 
ing, xxi,  79,  165,  395 

in  retail  trade,  xxxi-xxxii 

in  wholesale  trade,  xxi 

necessity  of  maintaining,  xxi,  107, 
161,  165 

restatement  of,  27,  93,  165,  167,  169, 
177,  231,  255 


Visualization  of  customer,  xvi-xvii 


W 


Wholesale  collection  letters,  xiv,  1-156 
compared  with  retail,  xxxi-xxxiv 
exchanges,  xv,  251-396 

Withholding  purchases,  169,  173 


"You"  attitude,  xxviii-xxix 
danger  of  overdoing,  xxix 
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